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PREFACE. 



Goodwill Jntlu6tries a&^America, Inc., is dedicated to enriching the 
ivQfS of handic^pped^eop^le through improvement "and delivery of rehabili- 
tat ion service§.^^ * * ' „ ' ■ 

It has been found that: often a rehabilitation staff expends effort 
J.n areas that do not directly benefit the handicapped events served. 

The rehabilitation workshop manager Jias neither the injEprmation he needs 

/ 

to make sound administrative' decisions , nor statistic^ at hand to measure^ 
the outcome of his de'cigions in terms ipf service to ^he handicapped and 
financiaj. resources neeqed to deliver the s /These limitat 



ions work 



against ef f ec tive' and ef f i'cient programming. 

! , ■ - — © - 

It has been the goal of this project, with tbie Uniform Socio^Ecpnomic 

1 . ' • . / ■ ■ . 

I * / . 

Reporting System being the d*irect result, to develop a manageme'nt informa- 



tiod system which will 'fellow agencies with 'similar functions to benefit by 

direct comparison of existing financial. and statistical inf^mation., It 

is now possible through utilization of\^the system to determine the cost- 
ly' - 

effectiveness of programs and to carry out unif orm.,program budgeting and 

- • i 

forecasting. ^ ^ 

The Uniform Socio-Economic ',RepoAing System can be useful in assist- 
ing managers in orga|iizing, improving and controlling the delivery of 

. • • ^ . f , 

needed services. It is our hope that it will become an integral palrt 6f 

the rehabilitation community's capabi^lity for improving the" quality of 
life fo!' people who, are handicapped, disabled or s^ially d isad\0ntaged . 

IJ^ean PKillips, President 
GaodvilKlndus tries of- America, Inc 
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MANAGEMENT INFORMATION SYSTEM FOR FACILITIES ^ 
< FINAL REPORT 



I. INTRODUCTION 



Background and Previous Work Done 



.n^cial Repoi 



The pubJ.ication of the Standards of Acc ounting and Financial Repc 
r ' ' ' ^ 

ing for 'Voluntary Health and Welfare Agencies by the National HealthXoun- 
cil and the N^tion^ Social Welfare Assembly in December 1964, pointed 
ouit thte need to develop a worb;abIe management information system i^hich 
could fulfill the repot ting: requirements of health and welfare /Agencies. 
With this purpose/yin minid. Goodwill Industries 6f America, In/., spught > 
and received a planning grant frb^ the Department of Health/ Education, ' • 

' ■ ' ^ '' • • /■ - ' " ' 

. and Welfare to conduct a pilot project from May 1966 to Aj^il 1967. The, 
purposes of the project were to determine tUe fea^^ibilit^ of, applying 
^ , s,tandairdizgd accounting principles to sheltered wdrkshops and rfehaBilita- 
* tioii centers^ and to determine ' the feasibility of usin/ electr<5nic^^ 
, ptocessing equipment to more rapidly collect and dia/seminate inf ormartion. 
During the course 6f the oneTgyear grant, t^he project staff wrote ^. Manual 
' for Financial Recorcjs and developed a standard izefl chart of accounts 
based on the Standards of Accounting and Fii^ancyal Reporting for Volun-' ' 
^ . tary^Health and Welfare Agencies^ . \ 7 

• » . 'To further demonstrate the feasibility c^f '>^his standardized report- 

ing system, it was in8taS1.ed\t the Goodwill/facility in Columbus ,/!^Ohio 
on a pilot basis. The planning project en^e'd with\the strong recommenda- 

tidh that a total, management information i^^stem b^ developed and made 

^•■/ . . ^ 

./ ' . ^ • , 

available to rehabilitation agencies j and/ workshops around the country. 

Secondly, the project. staff determined /that electronic dfta processing 

m 



is th^ most ef f icient meahs of reporting financial and statistical infor- 
matiOn among agencies and on a national basis. The project demonstrated 
that the efficiency of reporting^agencies could be greatly increased if, 
they incorporated unif orm reporting of income aijd ^ expend i tCires , improved 

• ■ ' / 

methods of analyzing the costs of operations, and instantiated strict 
• . ' * ♦ * « 

internal reporting controls. IK^^ apparent to the pr9jeO'b staff that 
further development and refinement bf the Standard Accounting System 
should be undertaken!.' This, was begun in 1967, when the Vocational -Rehab- 



ilitation^ Administra'tion at^arded a research and demons trrat ion grant to 

, . 7 - • . ^ , 

'Goodwill Industrie of America, Inc. During the three-year duration of 

. <^ ' 

•the project (1967-1970), the staff set out ' to es tablish a standard, 
a.ccounting reporting system which would be applicable to all sheltered* 
w.orkshops and rehabilitation centers in ""conformity with the Standards of 
Accounting and Financial -Reporting for Voluntary Health and Welfare Orga - 
nidations. Wh^n this f ask* had been acl^ieved;^ the standard accoutiting 
repnorting system was used, to accumulate and analyze the financia^ data 
provided *by 110 local Goodwill Industries and the Detroit League for the 
Handicapped. The data were collected and processed at the national he^M- 
qiiarters of Goodwill j Indus is;ries of America by means of data processing 
equipment, the purpose be-in^^ to provide the repor^^ng agencies; with us^- 
ful and^^X^mely financia'l information foj decision-making purposes. The 
project staff explored and ultimately developed management formulas which 

■ ^ "I- ^ : 

allowed} comparisons of agencies nationally, by region, and by gross vol-^ 
ume dollar class. The formulas we're made available to reporting agencies 
permitting them to develop reliable costs of service comparisons by 'disa.7 
bilit)^ category and by specific handicap -of the client^ served. 

\ ' ■ 

It was appaiS^t .^from the very beginning of the project , that thQ keys 



to a ^ccessfuL outcome rested on t?he ug-ability of the Standard Account- • 

ing reporting 'system, the validity of the data which.was provided for - 

*^ . * 

analysis, and the cooperation of the particip/ating , agencies to cgnsist- 
ently report financial inf ormatiqjn. The accoui^iting system developed' 
during the project had important implications- for various agencies of 
government at the local, state, and Aational Revels fsince it would pro- 
vide them with the means to analyze an agency's efficiency^ oi operation 
and to document the costs. of services purchased from workshops and 

rehabilitation centers. Once the costs of services and 'standards of 

/ . - ' ' f 

efficiency were developed, it was- believed that governmental agencies • ^ 

■ ' . . '/ ^ ' 

. couJ^d better project budgetary needs required Co meet the fiscal demands 

"for rehabilitating and regaining the handicapped- and could better alio- 

cate their financial resources .to private agencies making 'the most 



efficient use of theae resources- ' . ' ^ 

The Standard Accounting Reporting system developed during the tKrefe-- ' 

• ' ^ ' ' ' . 

year period provided ^participating agencies with a wealth of valuable 

information. The purposes^ of the* reporting system were 1) t^ provide a 

functional fund accotintin|^ system permitting like agencies with like 

- ft- * ■ ✓"^s^X 

programs or supporting services to benefit by direct comparison of finap- 
cial reporting; 2) to achieve, uniformity of clasrsi fixation, definition ' 

■ r ■ - ■ . . ^ ■ -^ ^ • . - . ^ 

and restriction of f inancial/information to make it meaningful; 3) to ' 



, establis,^ uniform principles And st^ncjards' of accounting; and" 4^ to 
^deveiopjuniform financial statements which'will* present this infoifmation 
in a logical,* informative, and consistent manner. The financial sub- 
system w^SNdeveloped before the statis^^tical subs^s'tom, si^nce was felt 
that uniform financial reporting would be mere immediately applicable to 



gencies than the statistical system. " assujnptioniproved to be 
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correct. The financial reporting system required that each participant, 
submit on a monthly basis standardized informatibn concerning, revetiue and 
expenditures; , Specially designed computer input ftfrms were^upplied. to ' 
each ag^ency for transmitting the data to Goodwill national headquarters. 
The prroject staff reviewed the agency's input information for accuracy/. 



'and completeness and monthly reports were returne| to participating" agen«-. ^, 
cies. Analysis of the d^a 'produced the fqllowing detailedlreports :^ ^ " 
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1) A Monthly Retailed Comparative Report 

2) I A Mpnthly Summary Comparative Report . 
. 3f A Monthly Operating Expense and Revenue Report 

The basic documentation and explanation ofvJthe reporting , sys tem developed 

during the' project w^ provided in' the Manual for Financial Records , the 

first of. a series of manuals to be published for general use. This Manual 

w^s an integral part of -the emerging management information system known 

3s .USERS--The Uniform Socip-Economic Reporting System . USERS was designed 

for use in health and welfare agenc^ies which provide, support j or super 

vise the services^necessary^ to raise the socio-economic level of the 

.physically, mentally economicallykor* socially disabled who are unable /feo 

*^meet the spcaal or skill requirem^fents of the society.^ "^he USERS manage 

ment information system was developed to be flexible enough to provi/de a 

/, * 

basis for uniform language ^mong various component pat'ts of the re^brting 
s}|stem: Guiding the developi^ent of the ,USERS concept was" the^ be/ief that 
agencies administering services to the disadvantaged and handi^appedis popu-' 
lation must be prepared to interpret and justify the vas-t exI^nditu«•es* of v 

' time and money required to carry out -the pr6gra.m Sc^tvices uo a society 

/ > . • " / ^ 

which is basically uninformed pf ,the needs af a'gencies ley fulfill their 

obligations. The USERS 'manajg^ent information system p/oVided the means ' 

to accomplish this. * 



The preliminary work on the USERS> financial subsystem ended in . 

June 1970 vith the implementation of the Unifor^Financial^ Reporting \ 

System in 103 local Gopdwill Industries, and thirty-one (31)' addi- 

tional agencies outside of the Goodwill organizatioi^l (The Uniform/ \^ 

Financial Reporting System was a revised and more comprehensive * 

version pf the Standard Accounting Reporting System) . -The three-year ^ 

research a'nd demonstration grant provided an excellent foundation on- - 

which to construct the second" subsystem of USERS--che uniform statis- 

tical report^^g syste^. This statistical sys tem-wou Id- be^ designed to 

integrate the financial information with statistical data regarding 

clients,* e.g. , characteristics of clients seryed, types of, services 

provided, etc. It was believed that an integrated financial' and statis- 

» tical information system would form an extremely flexible, and usable 

, managemenrlnf ormation system to meet the needs of the health and welfare 

community. ^ % , ^ , ^ 

J. * ' 'Statement of the Problem ^ * . ' 

\ Vety Lifetle.worJc' b&as b^een done in the area of developing management'^ 
\ i ^ - ^ - : ^ . ^ 

infoi^mation systems Tardus e in health and^^eifare agencies. Ofle of the 

first ^f&prts to meet the information needs of these agencies was th^ 
♦ -'*desi^r]|^ and tdmplrement^ation of the USERS Uniform Financial Accdunting 

System|, a fundbional fund-accounting system based on the . Standards of 
; Accounting and Financial Repoi:jl:ing for Voluntary Hfealth and Welfare. Org a- 



nisations . While the Unif orm^Financial Accounting Sy^tem^laid a s^oli^l, 
foundation for financial* repbrting tn health and' welfare agencies, i.t did 



not provide a complete Inanagement informatibn system which could be • - 
adop-ted by any agency needing financial and statistical informati'^)n. The^ 
missing element'was a uniform seatisticallreportin,g system which could be 



/ 



integrated with the financial reporting s-ystem to providfe managers with * ^ 

■ ' ' ' ' * • 

vital data regarding the effectiveness and efficiency of their organize 

txon. V/ -V / \ ' '\ 

« ^ ♦ ' 

• The <?irector of 'any health, and welfare agency is confronted witp^he 
/ ' problem of detd^rmining and eontrolling the overall performance of ^is ' 

organization. He must be aware of the activities 'and l,evels of performance 

.' ^ * ' - ' ' - . 

of 'his sl>a'ff as t±ey provide services to clients. 'He must be able to eval- 
uate th^ effectiveness of the services provided and* he^st be able to 
dotu^netit and ^ustffy the costs of service when he requests ffees from state' 
rehabilitation agencies. ^ ^' ' 4 

Many smkll agenci^^ajr^^nable to pifovide the full-time services of 
.a staff person to a§filst t^i^ manager in th^ control function, and many 
^ iar^e agencies cannot . be. ef fee tively or efficiently controlled soleLy by ' 
personal contact of, a sDaff person , on a daily basis^ In order to exercise 



^the greatest possible control over the inter-related^ components of his 
agency, a manager njyst have' curren^t and valid financial, as well as statis- 
tical, information readily availabWto aid him in obtaining the maximum 
possible effectiveness of servic^ to the population served. . ^ 

A uniform management infOTmatibn system combining financial reporting 
with^taticstical infori^ tion,- is fne of the most important management tools 
which e^^I^ provide managers of heal£li and welfare agencies, large or small, 
. with the- infqrma^tion necessatry to exercise maximum administrativig^. control. • ' 

A welf-desigped management infprmation system! must be. capable of. providing 

" ' ' / - 

managers with the following types of information:/ 1) financial data con- J 

. ^ • ■ 

, . ' /- ■ ' '■ . . > . • 

cerping costs and. cost-benef it3 of tjle services of fered by the agency; 

\\ " 2) statistical data concerning the numbers and characteristics of^the 

\ clientfi served; 3) statistical data relating the^ specif ic qlient. disability 
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. V ■ . , . 

V - ' ' . • ■ ' " ' ■ \ 

categories to the overall casts 6f the rehabilitation services prosvided; • 

• J, 4) financial aad statistical; data showing- tHe relationship between* the 

. . . ' ^ ^ ' ^ ' • ^ ; - : ' ' ' 

input of martpover and ^ f 'inane ia.1 resources and^the outcomes of the rehab- < 

- . - . ' ' * ' ' . 

ilitation process as measured- , by program efficiency and effectiveness: 

and 5) financial and statistical, infortaation to permit the setting of 

equitable fees for services pro>^ided and -to support proposed adjustments 

.or mpdif ications in the .established fee structure. These. ^are only five 

of the major information needs of management which peqaire validyand 

I timely factual information. Many other information needs exist for a 

manager to exercise appropriate control^over the operation. of his agency. 

^^tatistical reporting systems, which form an integral part of any 

management information system designed to provide managers 'with program 

information, have been in limited use among private rehabilitation . ^ 

/-A workshpps. At the beginning of the project, only one statistical . "- : 

• reporting system had been developed specifically for use in private 
' r^ehabilitadion facilities. This was the ReciproJ^al ReKabilieation" 

Reporting System (3R) administered by the Rehabii^itation Services Admin- 
istration of ttie Department of Health, Education, and Welfare. The, 3r' 

• system, first begun in 1968, was voluntary in nature and relied\on the 
cooperation of private rehabilitation agencies and workshops for pa^rti-* 
cipatiori. At the present time, tbe Rehabilitation Services Administra- 
tion no. longer administers the 3R system, and it se^ms doubtf ul^that it 
will be reinstituted for use am^ng r>shabilitation' facilities. In 197Q, 
the Reciprocal Rehabilitation Reporting system had. approximately 5jOO of • 
the estimated 2500 workshop's and rehabilitation cetiters participating 

f regularly. The 3R system did not attempt td^collect^ndiyidualized 

client cost information, an essential eletneut^in the development of a 

^ . -7- 

- ■ • ' 7 \ ' ' 



r 




'unifoVm management information system. However, the 3R statistical re- 

porting system served as one^ of the models in designing the USERS statis- 

tical- reporting system^-- The basic problem encountered by the {Project » 

staff the total lack of a, working 'reporting system which might be' ' ^ 

integrated with the UnifiPrm Statistical Reporting System. It became ' ■ 

clear that a totally new statistical system needed* to b'e developed. 

Specific Purposes of the Project 

It has been |:he Tgdal of the project to develop' a* uniform management" 

information' system, comprised of the ' functional fuhd-accoi;nting system 

' « ■ « ~ ^ j» 

developed under p-^pject RD-2501-G ,and the statistical reporting system ^ 

■•■ . ■ ' ■ . ' • * ^ ■ - 

(hereafter referred to^as the Client -Record System) developed during^ the ^ 
past three" years. The par^^oses of the uniform management information sys- 
tem are: l),to establish Wj^form budgeting and f orecasting^^edhniques ; 
2)«.fo establish uniform cost effectiveness techjii'liues ; 3) to establish 
fee-setting techniques to establish uniform service information tech- 
niquGis ; and 5) to establish recommended management control systems .for 
voluntary health and welfare agencies. 

<i . " ■ - 

The uniform management information system can be utilized to asisist 

a voluntar>j health and welfare agency to:- 1) realistically^^proj^a^t!^^ 

support itS'^bpdget and service rjeeds basejd on a uniform reporting system; 

2) establish acceptable uniform fee-setting techniques to document actual. 

service costs; and 3) assess the effectiveness and ,^fficiency of the 

agency's program of services. The network of state rehabilitation agen- 

cies can also benefit directly from using this management information 
». 

system in two major ways: 1) project and support their budget and service. 

'^'^ ^ 

needs iri^ dollars before- their state legisl&atui^es ; and 2) ev'alciate the cost 

. , »< * . - ' , 

effectiveness of agencies from whpnj they purchase services. ^ 



Agencies of the federal government' ean make practical use of the 

«> 

« 

USERS management information system in that they will have vaiid'and com- 
plete. information on which to project and support their budget and service 
needs in dollars (before the. Congress of the United States) based on re- 
ports from the state agencies where the' USER system is operational. The ' 
information provided by the USER 'feystem will, also enable^.-'federal' agencies 
to evaluate and assess service cost variations -due to\egionaL dif.fer- 
enqes, agency budget size, and other i:riteria. * 

Upon reque-st, appropriate documentation through written'manuais, 
procedures and data processing documentation can be provided to any inter- 
' ested agency.or organization wishing to implement USERS. *The assistance 
of project staff will also' be available* to workshops and rehabilitation 
facilities, A vital element in expanding the usage of, the USER uniform 
management information sys'tem is thorough dissemination of the results of 
the study to the various agencies of government, edy^cational institutions, 
national rehabilitation organizations, and other intejrested private anfl 
public institutions. , . / 

The. results of the project will have far-reaching and important'^ 
implications fbr the various sectors . of 'the health and welfare configura- 
tion. At the local^ agency level, the uniform management information 
system can provide an agency manager with the data required to evaluate 
the effectiveness of the various programs and services. With thiff infor- 
mation, he can determine the most effective service delivery systems 
available- to the clients served, by the agency and choose where the primary 
emphasis should be. This determination will permit the maximum utiliza- 
tion of the often limited financial and manpower resources available to 
dq^liver effective services to the handicappe^*^ 



> . - • Coferauniti^s where workshQps and rehabilitation centers are located 

can*' use th^data genei^at^d from th^4JSER system tg disseminate uniform, 

reliable, and valid inf ormsti^on to the |>ublic pertaining to the delivery 

, ' of services to coftanunity r/esidents: Through this process of ao'counting 

* for the expenditur'e of puplicly donated resources, rehabilitation agencies 

> will be able, to piubilize (and'* maintain comijiunity support for the continued 

. ' operation of their programs. ^ ' \ ' ^ * • 

, ' ' « • ■■ ' ■ * 

State and regional^ governrfle^ital- agencies can mosr effectively , monitor 

and evaluate the ongoing programs of local- agency >rpg*rams through the 

/ analysis and -assessment** otf information gathered by^tKe-USER system: ,The 

da-t;a provided will aMo^ them ^to' identify the ^tre,ngths, as well as the 

weaknesses, in the service delivery systems under their jurisdiction. 

"These goyernmentar agehcies will be b^tterjable to provide local programs 

with specific technical -and/or financial assistance t'o upgrade the level 

of program content. In addition, budgetary requirements at the local, 

State, -an'd regional lievels/c^n be. realistically developed, using the cost 

data provided by Ibc^l agencies, ^ . * ^ 

The overall ^djLp&tion of tke vocational rehabilitation program can ' * 



^- be strengthened/ a^ the national level .through . the formqlation of objpc- # 

. ■•■ - . ■ ■ ^ • 

> tives and goals d^lrected^; toward local agencies providing -the services' to 

the handiiiapp-ei^ . Ijiis will te possible because accurate information re- « 

' ^ ■ , \ ' ■ \ • \ 

garding local, private sheltered worksl^ops and rehabilitation centers will ^ 

be 'available through the implementation of the USER system. National 
. rehabilitation organizations will be able to compare aijd ' contrast the ^' 
;cdst-ef f ectiveness of programs Under their\ general direction. Funding ^ 

requirements can be projected In a realistic manner on the basis x)f actual 
. co^t; data gathered . from p/ar ticipating local agencies • « ' ' 
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^ At the federal level, collectidn of uniform financial /and' statistic 
c^l data from private a^d publicly operated rehabilitation agencies will 
enable federal agencies to determine accurately the needs ,of the popula- 
tion served. . There will also be the capacity to compute the cost of L 
services and to project the resulting benefits which have accrued from 
the e^cpemiiture of public funds in terms of meeting the needs of the * 
'target populations. , " ^ a ' - * ' ^ 

. ^ if - - ' 

Ultimately , the prime beneficiaries of improved service delivery --^-^ ■» 
systems will be the handicapped population served by Rehabilitation 
centers and sheltered workshops, through the increas^^d efficiency in 
operating a rehabilitation workshop., managers can provide more . comprehen- 
sive services tg/t^e handicapped, ^and, hopefully, inoi;e effective services / 



as well. 



Review of Relevant Literature- 
Reviewing the available literature regarding management^: information 
system^*' f Otr use in health andlwel^are agencies was a relatively easy taak 
si^e very' few reporting systems have been developed to meet the specific, 
anformation needs of the sheltered workshop and rehabilitation facility. 
The earlj attempts to develop and' implement a system of ^management infor- 
mation generally proved unsuccessful, but^a /great deal w^ learned "conce/rn- 
ing the pit-f^ls and problems involved. ' Ay^onsiderable amount of infoi; 
tion Qowever, was found coiycefning f inanc;i:al and statistical* s.ystems t^at 
-could be incorporated into a 'management Infornjation system for use in/ 
health and welfare agencies . IL was , important to design 'the system in ^ J 
mani^r that would permit broad ajgplic^tion to the problems of the ^rmiabilr 
itation workshop| would establish uij/iform categori'6s of services, ejxpendi- 
tures, reyeime sources, • etc aAd ^ould^haVe enough f lexibility^ ti/be ^ 



ERIC. 



ea^dy modified to fit within the pa^meters of the particular agency 

/: . .. / ■ • ■ 

•/using It. 

• , ** 

' » ft -* 

The document which served as the basis for the financial, reporting 
.system was the, Standards of Accountipg and Financial Reporting for Volun- 
tary HeaUh and Welf are' Organizations . publi-shpd b^- the National Health ' " 
Council and National Welfare Assembly in 1964. This pulj^ication^laid oui^^. 
the theoretical framework around, which the financial system w^s built . *' 
through the process, of f idld-tesiting and feedback modifications. ' • 

■ ■ ■ . , • . ■ . y 

The statistical reporting system iS/as bg^ed on the, Federal-Sta^ Pro- . 
gram of Vocational Rehabilitation ^- Case ServicB RepoirV. It was necessary 
to thoroughly analyze and evaluate the contents of ttte Cas© Service Report 
(Form RSA-'300) to determine the- information items which should be" kept /nd 

' • - , "Wi r _ 

those which could be eliminated. The "instruction manual accompanying the 

Case Service Report was also reviewed since the data' gatherljig instruments 

are only as ^ood as the instructions which accompany them. This review of 

the exrtsting "literature" on statistical and financial reporting systems 
' • ' ' ' ■ , ° . .">1 , 

i:,also led to an assessment of the Reciprocal Rehabilitaltibn Reporting, iystgm 

(•3Ry, Which was initiated und.er the* direction of the ' Rehabilitation Services 
Administration of the Department, of Health,) Education, and Welfare.- tUs '' 
client record system was developed specif~±Qal'ly for nke in private rehabili- 
tation workshops and was voluntary lfi»-tt&ture. . Approximately 500 of the! ' 
es'timated 2500 r'ehabilrtation f acilitie)\^in the- United States, at one time 

.'or. anotlier, participated in the 3R reporting system. Th^ Reciprocal RehWb- 
ilitation Reporting system did p^^ve useful. in setting the- parameters of \ • 

/Inforidation which the project wished to collect. ' • • V 

A highly Sophisticated reporting system, the Rehabilitation Facilities 

-Statistics Program, proved useful in pointing out hjjw a management informiibn 



sysytem could be oyer-deveLoped in relation to the reporting needs of the 

^ ^ Mi * X . 

' agencies. This statist^ics program resulted from a research and demon- 
stfation grant from the Social and Rehab ilit-ati ion Service, DREW, and set 

up a prototype model of reporting that ce^ured a w^ealth of clinical 

i ' " ' 

information concerning c^lients served. in rehabilitation facilities. 

Elaborate coding system^ were designed to collect as much information 

as possible on the transmittal forms. The an^a^t ^ search time required 

to locate these codes and thQ level ^ judgment required to prpperly ; 

» 

classify the particular clientjs characteristics tended to work against 

' / 

easy utilization of the system. The orientation of dhis reporting system 

was primarily medical, but it did combine ip^rtant'classif ication ♦ 
/' * 

schemes, into the_ vocational rehabilitation approaeh. A thorough analysis 
of the Rehabilitation Facilities Statistics Program' was a beneficial 
.exercise since it helped the "project staff, to remember that ^ reporting 
system which has limited usability is of limited value. ' i 

Goodwill Industries of America, Inc., developed a summary statis- 
tical reporting system. Selected Service Statistics, but it. did not ^ 
attempt to gather individual client information or the costs of services. 
These major statistical reportix^ig systems for h&aljh apd Welfare agencies 
were carefully examined - f rom the /Standpoint of type^ of information 
requeued and methods of data collection and analysis. ^This review 
process /proved, to be extremely useful as the USERS Client Record System 
took shape. It allowed the project staff to select items, common ti) all 
systems and to add ^missing elements which were judged important fc^r a 
comprehensive management information system. 



/ 



. . Brief Description of the Setting ' 



/ : entire project staff was Lbcated at the national headquarters 'of 

/ ^ Goo'^wiil I-^dustries America, Inc'. -, in Washington," D.C. -The Goodwill 

national office serves a network of 155 autonomous local~Goodwill units . ' 
in the United^. S tates , Canada, and in 14 foreign countries. The adminis- 
/tracive func/tions ot the natioQal headquarters include:. 1-) coordinating 
^ the services of member units; 2) representing member units to government 

agencies and private orgahizations ; 3) assisting in mairftenakce o£ sound 

■ ' • ■ ■ \ V 

^' . . accounting and fiscal programs'; 4) -assisting local Gooc^wiUsVn aU .matters 

related'.' to pfovid'ing and maintaining rehabilitation gervices to'th© hancfi- 

■ . » . - / 

^ capped; 5) recruiting and training executives and staff personnel;.^) assist- 

J in^ in-developing new prograpis to help the handicapped; and 7) ^LsisVing fn 

the development of public in:^ormation programs. 

«•"■*.■ ^ ■■ ' 

. - . '^"^ national headquarters is directed by -the President of Goodwiil 

Industries of America, Inc., through seveA different functional depart'i- 
ments: finance and management 'information systems; edu.catiy^n and training; 
resource development;- project dteyelopmerit ; £^i)ecial services arid ^general x. 
counsel; rehabilitation programs and public relations. Many of the tecH- 
Oical resources of the national headquarters were utilized in developing the 
management information 'system^ to augment the skills and labilities of the 
project staff. During the final phase 'of the three-year project, several 
local Goodwill facilities directly participated by critically evaluating 
the Client RecorJ System that was developed. This .initial feedback' from 
the future users of the system helped to modify it and broaden its applica- 
, .bility. 
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■ ^ I 

■/'•■■ ■ / 

II. METHODOLOGY * ^ 

The methodology employed to develop the USERS ^management mformation 

system relied heavily on the involvement, advice an4r comments ofXmany 

health and^we^fare agencies. The problems associated with developing the' 
^ « ' • ^ \ 

Client Record System were primarily those'^jof determining what infor\nation 
would be most, useful and helpful to managers in exep:ising m^ximufii a^min- 
istrative control over their organizations. After this determination had.- 
been made, the second obstacle wa^ to design a ddta^-gather ing system which 
would include Ch^ necessary transmittal documents (forms), the inSL^uction 
Manuals, data processing procedures., ancf information' feedback to part;ici- 
pating agencies in the fom of reports and analyses' bf d^ta. ^ 

The third obstacle /to. overcjome, and perjiaps the most c^^ritical*, was 
to obtain an obiec tive/evaluat'lfbn of the system £rom actual users in 

■ 1 ^ / ■ • • ■ 

rehabilitation facilicies and sheltered wbirkshops'. The methodology ^thfere^ 
fore' cAlLed for a f i^feld Jtest '^procedure in a va^riety of dif f eren^settings 
so that as many different conSitions as possible cquld be analyzed to 
assess the applicability and usabilit^ of the system. 

■ V . : -• 

^ An inves tig^ative pha-se was vital to the. successful development of a 

' broad-base client record,, system. Approximately 250 workshops and • rehab- 
ilitation facilities were requested to describe their current . client 
repprting S}jstems, if .they h^d one, and to suggest chaiigQs or modifica- 
t||.ons to the system to better meet their inf ormation need^, The'250 res- 
pondents were selected omXhe basis of their familiani^ty with the USERS 
Uniform Financial Reporting System. The sample was not representative ^ 
of the total rehabilitation, facility population. _ Facilities without 

some typ^e data-gathering procedures for clients were requested to i 

' 'J ^ * ^ . ' 

•critically evaluate the Reciprocal 'Rehabilitation Reporting System (3R) 
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reipect to its^ usability and applicability to their management in- 
format-dJon n^ds. A modest rate of* return from the^sample indicated thati; 
.facilities With ougoing client record systems w^^as^not extremely satis- 
f J.ed wijth the syptems and desired a more ^ompTete reporting format, one 
which wlould provldH^ costs' of ' service on an individualized client basis. 
Ma^y respondents expressed the concern that' they had neither the time nor * 
. the technical expertise to develop and implement such a '*sys<^em. Facili- 
ties without client record systems evaluated the- 3R system and felt that^ ' 

. '■ ' 

it- had some meri^,i but it did not provide the means to collect complete 

c^cost information for the individualized ' gervices received by a client. 

The-review of client information needs revealed- several important facts 

^bout client record system^ 1) client record sys terns' currehtly vavaila^ble 

do not adequately ^fulfill the -management information needs of* many facili- 

ties^ 2) the majority of respo^ding executives/ ^n<i<managers expressed a . ' 

keen interest in the cost of rehabilit^ktioti services for a^ individual * . . 

.^ient ; 3) -the .development aitd implementation of a comprehensive and uhi- \^ * 

form client repor ting, sys t^em cannot be done rby the facility' staff ,- since ' 

they lack th,e time and the. technical expertise to do so; 4) interest in a 

system.whrqh provides cost. of services for .clients is directly related to * 

thfe* establishment of equftable rehabilitation Scees with state Vocational ^ ' 

^ - ' . . . . ■ . 

Rehabilitation agencies; 5) the vast majority of facilrti^s responding to 

the survey would seriously consider adopting* a uniform cljlent record system 

if it were made availabfe at a reasonable cost. 

At the completion of the review of user needs, it was decided that a / 

thorough review of existing client record systems should be utii^.taken. 
^ This was done to determine the kinds of^clienf data being coMjLcted, either"^ 
^ at the facility level^br at the state agency level. Two majp^ client,^ record 

systems vfetre in use at that time, the Reciprocal Rehabilitation Reporting 
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System (3R) and the Case Service Report (R^-300), a major part of the 

Federal-State statistical reporting system of the Vocational Rehabili- 
: - ^ ^ _ ^ 

tation p.rogi;am. Each system had ^elements which could be of benefit in 

developing a uniform, client reporting system, bat- neithe^ full)^ satisfie 

''"the requirements of prqyiding maximum administrative control to facility 

'managers. Manag-enjent control requires a toowledge of the spe<:ific coets 

(iJ^terms of manpower * and mater iaj^ for eacl) service ^provided a client; 

the* length. .of Lime the services wer^ rendered; the outcome the rehab- 

i'iifation process, and a unit-cost measure to determine ';the cos^effeg- 

tivepess of the services 'provided. A client retord system must -provide 

these Mnimura information outputs to^ the '^manager if the System is . to 

J 1 - • \ ' . \' . ■ ■ ^ 

provide usable and helpful management information. ^ ' 

The client ^record system which was to come from' these investigative 

efforts had to meet one major criter ion--it had to be compatibl'fe with "th 



existing Federal-^tate client record system (Form yR^- jOO, Case Service 
Report). With this in mind, ^tie project staff carefully reviewed the 

reporting requirements of the Case Service Report, including the ' ufider- 

. ■ . V , ■ .' ' - ^ ' ' \ ' - r ' . " ' 

lying assumptions regarding itt use, definitions, and reporting pVoce- 

dures. Meetings were held with personnel from two .state Vocational 

Rehabilitation agencies rLn an effort^to discuss how the Federal-State 

reporting system is used within*; their states. ^ \. 

^ This |eview process led the project staff to contact the Oklahoma 

'Public Welfare Commission, Social and Rehabilitative Services, 'to gather 

^ ' . " ' : ^ ' , \ ^ — 

information about the pklahoma vocational rehabilitation statistical 
reporting^ syste.m^(RVS-105R and .105RX) , which is similar to the Case^ 
Service Report' (R-300) . The jproject staff were also interested in learn^ 
%ng as niach as poss ible * about the Ser\rice/Outcpme Measurement Project 
whl<^h had as^,its two main objectives (1) the development of a procedure 



for measuring changes in a client's social, physicaj^j emotional and voca- 



tional functioning, and (2) the develo^)ment/ of a pracedure for^ determin-. 

■ . / ^ ' ' ~ { 

ing the relative difficulty of client case^ ; These two objectives relat\ 



ed directly to the development of the USERS Clil^nt Record System in 



several ways. A comple.te climit record s 



ilitation outcomes which in^-tcate the rel 

, rehabilitation process. We reporting s} 

' ■ ' r ^ 
different outcome^ which indicate that p 

• ' ^ ^ \ 

goal was madd or .that progress W4s riot malie. The Service Outcome Measure 



^stem should provide, for rehab- 
j 

ative success or failure, of the ' 

\ 



stem milist takie into account ipany 
ogress tpward rehabilitation 



meTit Projeot attempted to>tievelop aLjiernative outcome measures othfer than 

• ' " * --^ , . 

the traditional statuses 26; 28 ^nd 30 of the Federal-State (RSA^SOO) • 
system. It is' a widely accepted fact tfhat rehabilitation workshops nfluist. 
expend -a great deal 'o*f ' their financial and manpower resources when at;temp<- 



irig to ' rehabilitate a cl-ieTrt^ho is severe^ly disabled .y^lso, the 'chances 
of successfully rehabilitating him are much less \:Kan with a » less sWerely 
handicapped client. The design of a Client Record System should somehow 
take these factors intD account showing clearly tftie degree of difficulty ^ 
associated with providing , Services to ^the most severely disabled.* The 
Service Outcome Measurement Project 'attempted to weigh the degree pf diffi- 
culty of the ciierit s case, thereby adding ^n a^^^tional dimension to the\ 
management information availablje to managers and ^taff of rehabilitation 
workshops • * ' ^ - ^ \ . 

One of the major, problems iTi adopting a case difficulty weighing 
procedure is the high level of sophistication required to administer the . - 

Lon Workshops wouild 
have considerable difficulty in incorporating a system suc|i^as this. 
Perhaf9s the greatest problem with the material developed by the Service 



eva*luation instruments. Many '^inai^private* rel 



Outcome Measurement: Project was th6 lack of vaiidiUy regarding the data 

, • * • * " * *^ ■ 

^atheringr instruments.' These concerns ultimately led proj'edt dtaff to 

postpone. the incorporat^pn of theae newv approaches and p-rocedures. 

This decision was lat§r proven to ^e .^the cor^tdct one. • - 

The State of. pk;.ahoma however has developed a highly sp^histieated 



Case Service Report bas"ed on the informatioft requir^merrts of Form 
RSA-30Q.. This^system swerves as one of the ^E^del client record, systems 
for. Federal-State statistical reporting. ^ mny of feha reporting proce- 
dures and data- items gb^ beyond the* requirements of Form RSA-300 in that'' 



individual cost -data." are collected oh ^ service--b.y-s^rvice ba'sis. This 
procedure permits" cost-effectiveness aiid cos benefit analysis with 
respect to the rendering of servicers to clients and . the^'outco^s of the 
r&haljilitation process. In addition, the ^Oklahoma Case Service Report 
makes maximum ut iliEat ion™" of available s'pace on the reporting forms to 
permit recording not only the client's medical and work'history, 
Military record, previous education and training, but aljso the names 
and relationships of family members' in the client's home. 

The system has been computerized to permit rapid retrieval of data 
to determine client eligibility and previous service history. The two 
repor.ting forms| (105R.and 105RX) usecj by the State of Oklahoma aie 
"turnaround docj^ments," thereby permitting ; the state vocational rehab- 
ilitation agency to maintain up-to-date cost figutes of rehabilitation 
services .provided*' to» each cli^t. Despite the >4rgh level of scfphisti- 
cation found in this reporting system, it has the potential for wide- 



spread utilization among large and small workshops and rehabilitation - 
facilities. TJie obvious benefits of'' this approach do not elimina^te 
concern for certain obstacles for the private rehabilitation agencies 

' • • , ^ . ■■■ 
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^ which will eoliect the ^individualized clienC data. "The most serious 
. obstacle is fehat of deterftiining* rehabilitation service costs. * The vast 
maj9rity 6f •rehabilitation wotUshops- have little or no experiefite in 
Q this area because there has^not been a nedd, for "individualiz'ed" client 
cost 'data/ This fact requires that- appropriate procedures must be marie 
available , to workshops and rehabilitatiorir. facilities to 'make ,cost deter- 
minations before incorporating*^ this tjrpe of client record system as the 

statistical subsystem of USER'S. * • ^ : • . * 

*^ ' * * . ' ■ • '- ■ \ ' . , . o ^ 

. The. review of oagoing^^^clie^it record systems revealed^ that "iseveral 

■ ' * 'I ' 

■ of their ditstatiding feature sh(^id be incorp.orated into the USERS Client 

■ / ^ • ■ • . : , ■ ^ ■ ■ ' ' 

Record Syptem,. Work was thus begun on developing the USERS mode^l client ^ 

' . \ 

record- system for facilities and workshops, utilizing *the tJnif oriff fiShan- 

• cial Accounting System as the bas is/'^r allocating costg of rehabilitation 

< * • . '\ ' . 

" . ' ■ t 

services^. ' * 

Description of the Cli^At Record ' System 

^ ■ .• * 

The Client* Record 'System forms the nucl&us of the Unif orm ,Statis- 

tical Reporting Subsystem of the USERS management information system. The 

model has. been designed 'to provide any rehabilitation facility^ or workshop 

» with the capacity to keep current and up-to-date records for each c.lienjfe— 

served. The sykti(|m also provides for a service-by-service cost record in- 

eluding indirect jcos-ts related to counseling, supervision and on-the-j.oV 

training. The basic Federal-State "reporting syl^tem statuses h^ve been 

slightly modified to fulfill the needs of private workshops and rehai)ilita'- 

tion facilities. ^ > . ^ ' 

The two reporting forms (72LR and 721RX) are "turnaround documents."^ 

Form 721RX is used only at initial intake to transport data to the computer 

case file. Upon receipt of Form 721RX, a computer-printed .copy of Form"721R 
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is returned to the agency with the identical data printed, Wheri the 

client- completes -rehabilitation services, Forui 721R is update^d to' 

record service cOsts ^nd units of s,ervicfe. Again, the form is €orwai;ded 

.to tlie computer center for ^updating into the client case files. A " 

final updating of , the Computer case file is made when the client is 

• » *, • 

. . " - • ' ,^ . , , ^ 

closed or terminrated from^the workshop^ or facility. The' updated Form 
• . / ' ^ , , . . J - ••. 

721R j.s us^ed'tc^ tran'spoart termination/ data to the computer center, and 

a final computer printed, copy of Form 721R" is returned to the,.agency ^ 
for, their jpermanent files. ^ \ 

J}ata on each client served are retained in the computer, bank to 
form a client historical f ile. "^This computer record serves as t^->a:aty5^ 
base for making cost 'benefit and cost*' ef f ectd^^ess analyses, projections 
^of cost in relation to types of disabilities, and^o^il^f analyses- which ^ 

will provide managers with facts to evaluate the. performance of the 

■ ■ \ ' ■ ' ■ 

agency. ; • 

■\ ■ 

The system can be used by large and sm^ll agencie^s, because it'^s 



not necessary^tp have sophisticated data processing equipment 'in the 
facility. Goodwill Industries of America, Inc., national headquarters, 
serves as .the cjata processing center, providing 'each participa\^g agency 
^^i^^SK^the^ techhical assistanceVabout how to utilize the client record 
system. The national headqu^ters aBso serves) as the-'data bank because 
of its computer ^capabilities to store and retrieve millions of places 

'^^ t>rovides technical 'ai^^is^ance .to participating facilities 

in'the ev.ent difficulties are ericpdtttered in.jnaking appropriate setvice 

* 'x. ■ ■ 

cost, determinations . 

, One cff the' unique^ features of the USERS 'Client Record System relates 
to determination pf^ service costs . For the first time, an agency can 



-"^compute and record the amount 'of services received by the client (units 
of servic^e.) , • the amount of financial resources expended in delivering 
the service (cost of services), and the cost arrangement in paying for 
the service. This feature is extremely valuable in assessing the 
relative cost of rehabilitating clients with different categories of 
handicaps and disabilities. Included with unit-cos't information of 
services is a detailed record of how long the cli^at was receiving serv- 
ices from the agenc^, hoV much time hi@ remained in each status category, 
and what the eventual outcome ^o| 1?he*'rehabilitation process was. The 
infiprmatibn thus provide^d a , manager can indicate how much it is'^costing 
the agency' to provide a pa^rticular service , and this can be documented to 
justify increases in fees charged, to ^thrrd party payers (insurance compa- 
nie^, state vocational rehabilitation agencies, etc.)- 

One of the most impprtant features 5f the USERS Clidnt Record System 
IS that It permits outside organizations, clients, the community where the 
agency is located, and the governing boards of . the agency to criticaljLy 
asisess how well the agency is. capable of "providing social ^rvices . 
Accountability to the community arid to the clients it serves will eventu- 
ally transform^ many medit)cre programs, into exemplary programs, or it is 
likely that they will cease tdreceive the necessary community support. ^ 
The Client Record System, as it haJ been integrated witli' the Uniform Fin- 
ancial Reporting System, is tjae means by which accountability can become 
an integral part of any agency's plan of action. 

Once the reporting 'forms had .been designed and reviewed and the in- 
struction manual for completing the forms tiaik been evaluated, the next 
step was to develop a ^systematic means for computing costs of -.service and 
units of service. This task required extensive reaearch into determining 

/ . , 





- \ 

\ 






1 


• 




indirect ([supervision of clients in a work training setting) and direct 






(a fixed fee for a phj^sical examination) costs of services. • A worksheet * 
was designed to record the dollar amounts and the^number of units of ^ . • 


— 










service received by each client on a weekly, biweekly or monthly basis, 






depending on the internal practices of the agency. Thirty-three 




i 


service categories were listed on the worksheet, along with six expense 




categories under which the dollar amounts and units of service were 
recorded. Appropriate formulas were developed to permit/agency staff 






to compute costs of services for the expense categories: salar^^es to 
professional staff, wages/salaries to .supervisory staff, wages to clients, 
professional fees, testing fees, and other expenses. This system provided 


i 




for a uniform accounting of expenses as related to the delivery o^ service^ 




/ 


" ** * ' 
to handicapped clients, ' 
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III.; .r|;sults of the project 

<• Fundamental to the successful completion o"f the project was a field ^ 
test^of the USERS Client .Record SVstem. Ihreejbasic questions had to be ^ 
answered about the applicability ajid utility o£ ,the system: 1) Could an • 
ageqcy using Jthe client record system exercise greater management control 
over the agency's program? 2) Could an agency quickly and efficiently 
implement th^e system in a rehabilitati\)n workshop setting? and 3) Would 
the amount of time and effort required 'to collq^^ct, compute, transmit^ 
and computerize the information work against the ''turnaround" feature^ of 
the reporting 'system? Unddibtedly the higb level of sophistication of 
such a system tended to reduce its applicability and usability in work- 
shops^'and rehabilitation centers* The mere fact of computing service 
costs could probably occupy the activities of a number of accounting c\erks 
.for several days each month. These concerns made it imperative to field 
test the client record system in a rehabilitation workshop setting. 

Selecting the Field Test Site 
^ ^ A careful selection process began to find a suitable location to ca^try 
out the field test. It was decided that the/j^ield test. site would have to 
0 be with^in a relatively close proximity to the Goodwill national headquarters 
so that the project staff could observe, first-hand, how the system was 
being iitTplemented'. Also, it was felt that the« staff of the prospective 
facility would be more willing to undertake a field test if they knew tech- 
meal assistance was relatively, jclose by. T5he selection of the appropriate 
site would also depend on the type of programs that were offered at the 
agency. A facility was sought in which there were the widest mix of program 
emphaftes : a full range of rehabilitation services (evaluation, training, 
work ad^^sj^ent, counseling, placement, etc.) and transitional and terminal I 
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sheltered empLoyiuent- fo]f handicapped clients. A carefj/l. review of the ' " 
J ; facilities within a radius of 100' miles of the Washir^ton, D.C. eorea . ' 
uncovered several possibilities which were contacted. A final field ' 
test site was eventually sele'cted in tVie city of /altimore, Maryland. 

The fielH test offiqi^ally began in January yi974 following the 

, • ^ / ^ 

development and testing* o^ computer programs tp analyze theSjata. All 

^ . : ' * / ^ 

the materials (forms, manual^ worksheets and /Instructions) were mailed ' . . 

* . ^ > / . . 

. directly ^o the facility staff member in charge of conducting the field 
test. Appropriate arrangements were made to trans'mit the forms and 
. ' other information to the national headquarters' of Goodwill Industries. ^ 
, During the course of the field test, periodic evaluation sessions 
were conducted with the rehabilitation counselors, supervisors, and' 
other pr'ofessional staff to determine how well the system wa3 workjlng ^ - 

and how useful they felt the infbrmation was in helping them to increase • 
their programs' efficiency. During these "feedback" sessions'' suggestions 
were solicited from the facility staff concerning modifications and/br ^ 
"changes that could be majde .in the reporting *fQri^ , i^struction manu^, 

worksheet, procedures for transmitting the information, etc. This 

. . \ 

information was carefully reviewed by the pr^oject sfaff and, when'appro- 
priate, these modifications were carefully incorporated into the client 
record system. . • 

The results of the field test have been for the most part extremely - . * 
encouraging. Although the resources of the project di(3 not -permit a ' . J 
greater number of field test sites,, the- facility participating in the 
field test was felt to be suitable to demonstrate how.Ttife^ sys tem wpu Id 
and could be used. \lt was, found tba/ an agency using the USERS client * ' 
record syste-m could mote closely yfaonitor the internal operations of the 

■ ■ • . / ' ■ 
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, various programs, aqd as a consequence, could more "effectively control 
, the delivery of services to the clients] It remains to be documented, 
howevec, whether this control has resulted in an increase in the quality 
of the services provided to the client^ Impressions t)f the facility 
staff suggest thajt such an increase in the quality of services will take 
.longer^ than increasing the efficiency of the programs One of the ma^or 
^ -benefits to the agency after only five months of using the client recolrd 
. System is a uniformity of information collected oitxevery client. Costs 
are being uniformly comput/cd as well as unite of servj,ce (houTsT^alf- 
hours and quarter-hours) and the* system is revealing how mu^h of the work- 
day is spent in direct, and indirect contact with clients. This finding is , 
encouraging to the project staff because it is believed l;hat this "know- ^ 
ledge is a. major step in increasing ef f iciency *ancl, hopefully, increasing 
the effectiveness of the services provided clients. V • \ 

The amount of time and effort required" ^to instruct^ operating personnel 
in the use of any new management information system will always b^ lon^^hd 
sometimes difficult. In the case tif th§ tlient^ record system, 'all of "the 
component parts were desi^gned to cut down on "search" time, i.e., the time 
required to locate a^specif ic^ definition, category, code, etcr and to 'place 
th^ appropriate nocation on tjie transijiittal fqrm. Aside from the initial 
intake interview, the forms are completed away from the client, afiythe dis- * ' ' . 



cretion of the counselor or supervisor. A miniftnum number of codes ha^; 
been used in collec t ing^he necessary data, and the most frequently used 
ones are on the irbnt of the initiaL in(!;ake form. This feature of the ' 
system w^s seen as a plus fac^ior in instructing the staff' to use the 



recording forms. * Ertors on the first f ew' f ox;ms that were transmitted t,o 
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the nattonal* headquarters for procesffiTQ.g were of a minor natui;e and were 
of a minor nature and were ea*sily corrected. The costs to an' agency in 
terms of time and' effort in gathering and transmitting the information 

must be weighed against the increase in eff'iciency and effectiveness 

{ . ■ 

within the operating systems. Staff using- the client record system 

n ' ^ 

feltp that at present, the benefits of using it do outweigh the initial 
costs. The one major area of difficulty, however, was in'the computing 
of service costs. Thfesei procedures were time-consuming and had to be 
done^exactly according to the instructions/. However, this featu^re of 
the client^ record system was seen as extremely valuable and was there- 
•fore carried out regularly^' The overall iii4)ressiOn |rom the facility^ ^ 
staff Was thait this aspect of gathering the Information could be stream- 
lined internally while Remaining within -J^ne procedural structure set out 
in the manual of instructions. , » 

The "turnaround" nature of the client record system has 'also proven 
to be a worthwhile feature for several reasons • The data can be. updated 
whenever the agency wishes to do so, and information can be retrieve on 
any client already in the -system in a mattrer.of minutes By maintaining 
^ steady exchange of information,^ the client record becomes a running . 
aecountvQf what is being done, rather than an histor-ic^l accounting, 
after the fact of -what was done.' The question raised about" the feature, 
however, was how quickly and how conveniently could the data be entered 
into the computer and then retrieved. Given the amount" of time required 
to trarismiti information through the postal systemy it was feared that 
ihput and retrieval of information would not be quick enough to satisfy 
the needs!,^of "the agency management staff. It was found , however that the 
needs of ,the^ organization for individual' clienj^ information were less 

-27- 



than originally antic^ated. The major* requests for, in€o«*matibn centered 
around summary statistical reparts 'relating to type of disabilities t)y . 
cost of services, length of time in the program, etc. It w^'s concluded 
that this feature of 6n- line^inf ormation exchange 'is a worthwhile element 
of the client record^^stem i^nd should be retained. ' 



r 
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•IV-. .DISCUSSION AND IMPLICATIONS OF RESULTS 

^' ■ • * ' , 

The objectives cjf the project have been to deve}.op, implement,^nd 

evaluate a uniform management information system for use in health and 

r 

welfare agencies. A management information system has lDeen developed 

* "* 

to permit any agency to exercise considerable control over the internal 

nancial and programmatic functions so that the level of ^efficiency 
and effectiveness of the services delivered to -the handicapped can be 
increased. Conceptually, management information systems are important 
tools in ohLt^ining the maximum possible benefit from the limited "finan- 
cial and manpower resources of an agency. The management information 
system, known as USERS (Uniform^Socio-Ecpnomic .Reporting System) con- 
sists of two interrelated' reporting subsystems, the uniform financial 
reporting system and the uniform statistical reporting system. The 
statistical subsystem collects J.nformation about the. clients served and 
the costs of the services provided to them by the agency. During the 
three years of this project, the ptitnary goals have been to develop a 
workable client record system and to integrate j.t with' the already- 
functioning financial subsystem. The results of these efforts have been 
extremely encouraging in that the client record system has been devefoped 
and is being used by an agency with favorable results. The system is 
undergoing continual evaluation 19 an'effort to expand its applicability ^ 
and usability. ^ ' ^ 

What particularly significant about the results? What is the 
meaning ^of these results for health and welfare agencies, for" state voca- 
tional rehabilitatibn programs }>an^ for other interested agencies? What 
» 

is th^ sigTjif icance of these findings for "social -and rehabilitation 



workers in the field in terti^s of d&y-to-day use? Theise and other questions 
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must be carefully ejlamirled an4 a plan of action should be formulated to 
implement the important results of this project'. 

One of the basic assumptions of the project has been that 'the manager 

** 

or managers of an agency can exercise the greatest possible control over- 

^ ' • . ■ v 

the agency if" he^ has available -to him' current, accurate and reliable 

information about, the programs and the clients served. The necessary 

infcfrmatian was assumed to be data 'concerning costk of services, numbers 

and characteristics of' clients served, disabilities ^ clients in relation* 

to the overall costs of rehabilitation, input of manpower and money in 

relation/ to b^iftome of services, and measures- of progn^m effectiveness and 

I.,- ( ■;. 

efficiee^Q^ Given this information, a manager could' improve the system of 
delivering the services, could "increase the effectiveness of the services 
and could plan mojre realistically for future costs of program operation. 
In addition, the manager would be able to account, in quantitative terms, o 
to the community and to clients served for the^use of the resources 
made available to the agency. This e.lemefit cannot be overlooked since ""it 
is ultimately -the responsibility of . each community to support the programs 
of the health and ^welfare agencies. Without community support, few, if any, 
pro-ams could be implemented and the success of such programs would be ' 
marginal/ In light of these fa£¥s, agencies must be aware of the need to 
explain and account to the community for the services they are rendering, 
and raus/be able to show that they are providing effective services in an 
efficient manner. ^ . , 

The critical issues of the field' test have centered around the usabil- ^ 
ity of the client jecord system, how much of an increase in program effec- 
^tiveness and efficiency would result, and how costly the system )would be 
in terms o|ftime and financial resources expended to implement and continue 

— r 
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. it. The results of the field test strongly suggest that any. agency, 
large or small, can implement and use the system without experiencing 
ijinnecessary strains on their programs during the initial implementation 
.phase. Secondly, the results of the field test suggest that the "manage- 
ment stsaff are better able to monitor and control the daily operations 
of the agency through the use of information generated by th^^lient 
xecord system. For example, the ctient record system captured data con- 
cerning the costs expended by agency staff in determining the *eligibil- 
, ^ty of applicants and it also showed reasons why the applicant was not, 
accepted for services. The percentage of applicants accepted for 
services out of the total number of applicants by sources of referral was 
also determined. Putting these pieces, of information together, it was 

o 

possible ^to determine that some form of pre-screening should take place 

by the referral- source before the applicant* was referred to the agency, 

using criteria developed by the agency., staff . It was also found that 

certain disability categories could not be served by the agency for 

various reasons and cliebts with these types of disabilities were refer- 

red to other agencies immediately. Certain types of clients required 

more staff time in de,termining their eligibility than others. Once this 

was knownv i^: was , possible to investigate the r.easons why and i^the extra 

time required to make the elig,ibij.jfe% determination was reduced consider- 

ably by instituting revised intake procedures. 

All of these examples relate to increasing the degree of control 

that managers can exercise once the^e facts are available to them.^ If 

the agejicy managers can increase the. level^ of efficiency and, concurrently, 

the effectiveness of their programs through the use of the management 
' » ^ * 

• information system, th^n the tatget populations in the community will be 

• ' ^ x ■ ' *■ : 
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. better served, feedback from the field test stron'gly indicates that this 
degree of management control can be attained by relying on the information 
generated through the client record system. On^ of the major findings of 
_ the field test procedure was the tremendous amount of flexibility which 

exists in the use of client record* system-generated information. The field 
t;est agenj^^ommented" many times about the variety of ways in which the 

data could be combined, categorized ^ and summarized. This high degree of 

« i ^ ■ 

flexibility stems from the use of data^ processing equipment and the' "turn- 

around" nature of the system. The benefits derived from this flexibility 
only increase the usability of the sys"tem. 

As usersr *of the client record system and *the total management infor- 
^[lation system, managers .of rehabilitation facilities . and sheltered work- 
shops can benef iTt' directly from Incorporating the clientf^record system in 

r ' " ^ . ■ - * V- 

their agencies. $he^ time required to/implement the system is not prohibi- 

- <^ ■ . 

tive, and agency staff can begin immediately to receive information fe^di^ 
back** On'ce a large client. data base is established, the USER systjean will 
g^erate comparative statistical reporting, enabling like agencies tp^ 
• ^sess aiid compare their service costs, program effectiveness, e^tc- This 
featui?e will allov^ a new agency to determine the norms which management 
should strive to maintain in terms of program costs and progr&p^^^Ef ective- 
ness. As a group,* the managers c5f agencies should be encpu^ged to incorpor-^ 
\atfh the management information system as quickly as it is convenieht for them 
to do -so. It is estimated that there are between 2500 and 3000 sheltered' 

, . - I • ■ ■ • ■ 

' workshops and rehabilitation facilities iti the United States. "A management 
^ information system which has the cap/abilities of. the USER system would be a 

-t^remendous management tool in increasing and exfDHnding services to the hand'i- . 

capped, particularly that considerable emphasis has been- placed on the 
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o 

severely handicapped. In order to make ^ the maximum use of available 
resources greate^^r efforts th^n at present yill be required of rehabili- 
tation facility personnel as they provide services to the most severely 
handicapped- In all .likelihood the ^present fee Structure wilt=*have to- 
be adjusted upward to take into account increases in services provided 
to the severely handicapped- Tjiis fact signifies that agency managers 
must be able to documeut the costs Chey^^^jcur in providing services to 
this population so that the fee structure is equitable. The USERS 

client record system will provide the documentation for restructuring 

/ 

fees tp reflect Xhe ever-increasing rises in the cost of services^ 

•\ ( . 

The iss^e of agency accountability to the communitV cannot be 

} ' ^ . 

overJL^oked as one of the significant? points to consider in deciding to 
incorporate the USEgS cMent record system within an agency- Today' 
perhaps more^ thai|i ever there are numerous' agencies competing for the 
support of the, community. Many of these agencies have worthwhile and 
socially beneficial . programs which ^a re meeting comflounity needs to some 
extent* Invariably, however,! there are not enough resource^^n the com- 
munity to financially support *all of these worthwhile programs and even- 
tually hard decision^ ha^-e' to be made to determine where the resources 
will be placed. SociaT service agencies which can demonstrate the effec 



tiveness of their programs and c^n show their fiscal responsibility in 

managing the resourcW^ allocated to them will probably receive the / 

majority of available financial resources when the final decisions are 

^ • *• ♦ 

made* Unless the social service agencies can receive continuing commun- 

(*' " - . . 

ity support, it is extremely unlikely *that they can maintain viable 
programs.- Therefore, the client record' system will provide the required 
Statistical and financial documentation to help agencies increase ^ 

V ; . -33- . ^ . ■ 



cpnmiunity support and at the same time will improve the internal function- 
t * ' ■ • n 

ing of the. organization. ; ^ 

< 

The significance of the project's results for state vocational rehab.il- 

itation agencies is readily appajent.^ Many private workshops and rehabili-^ 

tation facilities receive clienfs from state vocational rehabilitation 

ageiicies on a f ee-f or-service basis to provide work evaluation, wo/k adjust- 

ment, skill training, etc. Up to this time, there has not been a/sysjtematic 

* - / / ' 

means available to state agencies for assessing the effectivenesi of services 

purchased from private agencies, nor has there been a means for private agen- 

si^qj^es to document the actuaj service costs they isicur while treating s,tate 

agency spoiv^ed clieyd. . Now that the 'USERS managem^bnt . information system 

is available to local agencies, k state agency can request summary statis- 

tical data from private agencies to determine how effectively they are provid 

ing services to clients. Comparisons among private agenbies will reveal 

"those which are the most cos t-eff Active in terms of the/ impact or outcome 

' ■ ■ > • . 

of services for the client. It may be founds that certa/in agencies are more 

effective than other agencies in treating a specific tjrpe of disability cate- 

* . • c ■ / ^* ~ ■ 

gory. . Because length of time that the client spends ^n the agency can be^ 

related to the amount'of services received, the cost|' of these' services , and 

the specific disabilities of the client, it w.ill be, possible for a state 

agency to project the amount of resources required bb provide a certain 

number of service's to a specific disabi^lity, group o£. clients and how .many 

clients can be treated during a eertain period af^ time. Private rehabilita- 

' < 

tlXpn agencies from whom services are purchased have not been required to 
supply systematic^'blient data to state vocational rehabilitation agencies. 
This fact has made it extremely difficult to estimate costs and caseloads 

accurately or consistently. If state vocational rehabilitation agenc-ies 

t - I . 

* «^ I ' 
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require private f acilities to maintain .up- to-date client records including 
costs of servicea, -the re^sult will be a more complete pict^ury of the 
service delivery systems , i.e., what services have been provided, the 
costs 6f these services, the eventual outcomes of the, rehabilitation proc- 
ess, and the length of time required to. achieve the outcome. Axraed with ^ 
— tfhis information, the ' state agencies can- select those private facilities * 
^ which have achieved>ffie greatest amouny of success to provide Services to 
\ state i#gancy-spSnsor&ti---eiaents As ^\side benefiti there will be; a more 
accurate .and equitable setting of/^ees to help the'private; agencies main- 
tain quality services. • 

State vocational Rehabilitation agencies are required to submit de- 
railed plans- to the Department of Health; Education, and Welf are ,„ spelling 
i out what the state program will ^cfcomplish during" the fiscal year , progec- 
ting fiscal and manpower needs for future periods, and estimating the ^ 
client populations to be served in succeeding years. There ifS- litVle 
dbubt that a state plan which is based on'^lMie most current and accjjKfate 
information available concerning numbers of handicapped individuals and 
types of disabilities does not provide'a complete picture of the total 
needs of the target population. A study of the 1970 data collected from ' 
the 3R (Reciprocal Rehabilitation Reporting) system showed that among 
. clients SQ^rved at private rehabilitation^ facilities , approximately 45% 
were sponsored h'y state VR agencies. In other words, over half of the 
clients served by these private agencies^ in 1970 were not accounted for 

i r 

on the state agency program. It ■ is likely that many of these non-state 
program-sponsored clients will eyentually enter the s^:ate program and ^ 
. receive services paid for by the state agency. Unfbr tunatelyXs tate • 
VR agencies have limited knowledge of this 'Tiidden'^ population an3^ they ' 
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would therefore no% be able to accurately estimate the numbers nor the 
types ^jgf^isabilities of individual^ in the state who are in fteed of the 
state vocational rehabilitation program. Once again, ^if the state agency 
required private facilities to incorporate a client record system and 
required private agencies to periodically provide summary data about 
clients, the "state agency' would be in a much better position to plan for 
Che ne^ds of the statewide handicapped population, ' 
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V. . SUMMARY 

A retrospective summary of *the project result brings out several 

D 

inportant considerations for health and welfare agencies, both public 
and private. ' * , 

One fact which must be dealt withSjefore real progress can be made 
relates to the general reluctance on the part- of rl^&bilitation agency 
managers to adopt any new reporting system, regardles^of how helpful 
it may prove to be. The private ^SBcfcor of the rehabilitation community 
has only recently developed, an accreditation system to assure standards 
among agencies serving the hand icaj[)ped. Pre'ssure on" these agencies to 
adopt* a uniform financial and statistical 'reporting system must come.' 
from the community Vhere the agency is located and from state and federal 
rehabilitation agencies."^ Some, form^of uniform reporting 'must be mandatory 
in any rehabilitation workshop which receives federaNj. or state monies to 
serve the handicapped. Such a requirement will act as ^an incentive \ 
throughout' the rehabilitation community, to seriously in^orpot^ate a' ^ 
workable reporting system into the internal mjerations of an agency. It ^ 
is the consensus of opinion among project Ktaf§ that this is perhaps the * 
only' way to achieve a moderate level hf implementation of a management 
informa'tion system around the country. thus, it will be the responsibility 
of state and federal agencies to determine the types of informatioti they 
will need from private workshops and rehabilitation facilities in order 
to accomplish their mandated objectives, and to make available a workable 
reporting system to those agencies wishing t6 implement ii.' 

The second consideration relates to the emphasis placed 6n serving 
the severely'handicapped as mandated in the Rehabilitation Act of 1973. 



The Federal-State progratn of vocational rehabilitation has been quite 

successful- over the years in rehabilitating the handicapped and^M^ 

disabled. Some have felt that this-^ high level of success was achieved 

at the expense of the most severely handicapped. In short, state agen- 

cies may have plajced more emphasis than required on seeking out mildly 

nan apped clients, thereby ensuring a relatively high rate o^ "Cases 

closed — rehabilitated" (status 26). ^ 

♦ * ^ 

This cgncerrf fov serving the mos-t severely handicapped is now 
part of .tne law. State vocational rehabilitation agencies have* begun 
to focus their efforts toward this target groups Unfortunately the 
level of financial resources needed to provide services to ' t^je most 
severely handicapped has not been substantially raised. This, means 
that. state agencies will have to be extremely careful 'in selecting a 
private rehabilitation agency to provide services to a severely disabled 

V ■ - , ■ ■ ; . 

^^^.,.<t^lient. They will want to know how effective that private • agency has been 



in rehabilitating similar clients, how naich the costs' have been, and how ^ 

long it has generally taken to complete the process. The question is 

then how wilF the state agencies be able to make these determihations 

regarding private "Agency programs? One of the most effective ways is by 

mieans of a uniform management information system, installed in the private 

agency to supply factual information to state vocational rehabilitation 

agencies^. ' ' "* 

These are only J:wo of the considerations which must be dealt with', if 

\ 

vocational rehabilitation programs wish to increase and expand the levels 
.of serviqe to the handicapped. ■ , 
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INTRODUCTION TO CUENT RECORD SYSTEM 

The CLi'fent Record System is a part of the Uniform Socio-Economic 
Reporting System designed to provide rehabilitation facility management ^ 
personnel with a comprehensive management information system. 

The Client Record System consists of two interrelated reporting 
forms containing the basic elemeja£^for recording and transmitting % 

Form 721RX is designed to coltect initial interview information^ 
from referrals at intake and to transmit this information t;o a central 
data processing center. Form 721R expands upon the init^l 'interview 
information, collecting data which ^relate to service costs, units of 
service, disabilities of. clients and outcomes of the rehabilitation 
process. 

Utilization of the Client Record System will permit facility 
personnel to evaluate the effectiveness of their rehabilitation progr;am 
as well as providing a uniform and detailed accounting of th^ client's 
progress through the rehabilitation process. ' ^ ^ 
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"client record S¥^5E^^ MANUAL. ' 

' » ' V ■ 

INTRODUCTION TO FORMS 721R and 721RX 

. Forms "yaiR and 721R^ are "turnaround" documents. This means that they 
are forwarded from the agency to the datk pracesS-ing center as a means of 
trah-smitting new data.^ changes in data, and updates. After processing at 
the center a . cdmputet-produced 'Copy is returned to thfe agency with the 
proper changes reflected on the" form. Both forms have an original copy and 
a carbon copy. The, carbon copy will be retained in the agency files as a 
means of recording changes and updates and to verify changes on the computer- 
' produced copy when it is returned to the originating agency. The carbon ^ 
copy should be retained in the client's case folder until the compu'ter-updafe 
'form is returned and verified. y 

PREPARATION AND TRANSMITTAL OF 72" IR AN6 721RX 

The following guidelines are to be used in preparing gorm 721R and ' 
..-Form 721RX/ Individual line items are ,dq|igned 'to aUow a given number of 
positi,ons irt which to enter the required dfta.- For example, jLtem. 143, 
Disability as Reported, has 17 positions available. It is not necessary to 
use all 17 positions when filling in the Disability as Reported item. All 
blocks requiring dates must be entered to reflect a two-position month, two- 
.position day, and. two-position- year . For exadple, January 4, 1972 would be 
. entered as 01/04/72. All items calling for information not defined by the 
codiQg inS^tructions should reflect the actual data. 

■ ' ^ i ^ 

^ ^ In some instances, data -as initially Reported will be too lengthy \o 

fit into the allowed number of positions. This may often be the ca-se wkH 
disability descriptions. If the disability descriptions are too lengEh-f\o^ 
fit into the 17 available positions, it ^is advisable to usq abbreviations or 
to change the description t'6 convey Ohe same meaning but within the allowable 
number of positions. 

■ . DISABILITIES AND; CODES' ' ' " 

The following Ifsf of disability descriptions and" corresponding codes 
will be used far each client referred to the agency. Th^ .disability descrip- 
tions are based on the RSA's- "Reciprocal Rehab ill tat ion /Ite^ or ting" descrip- 
tions -and the codes have been developed to provide a quick and convenient 
me^ns of ref.erring to client disabilities. ' 



Disability Description r 



Code 



1^ 



\ 



Visual Impairments 

Hearing Impairments ^ y . ^2 

Cerebral Palsy « ' 3A ' 

Other Orthopedic Def ormipties^ or Functional* Impairments 3B 

Absence or Amputation of Major and Minor Members 4 

Psychotic Disorders^ • 5A 

Psychoneurotic Disorders ^ ' - 5B ' 

Alcoholism . 5C i" 
Drug Addiction ^ ^ 

Other Character, Personality and Behavior Disorders * 5E — ^ 
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CLIENT RECORD SYSTEM MANUAL 

Disability Description , Code 

Mental Retardation * ' • , 5F 

Epill^sy ^ \ • 6A 

Cardiac" 2(nd Circulatory Conditions ^ * 6B 

■ , Other Disabling Medical Conditions / , 6C 
(ej^cept epilepsy and cardiac conditions) 
Advanced Age - 65 and up (for persons disadvantaged. " 7 
by reason of agerfor whom any of the above descrip- 
tions are not appropriate) 
Disadvantaging CcJnditions (for persons disadvantaged 8 
> by reasons of youth, low educational attainment, 
ethnic or cultural factors, prison or delinquency 
, vrecordsT* or other conditions which constitute a 
\.x/b5Frier to emp^loyment for whom 'any of the above > 
'I descriptions are not a*ppropr iate) 

RECORDING A NEW REFERRAL - FORM 721RX ' 

When recording a new referral it is necessary to use Form 721RX. This 
form contains the basic information reqxiir^, ±0 e^ter a new referral into 
; the computer case files. In addition, codes ^ also provided on Form 721fyp^' 
for convet?ience in entering the informa^tion items. Information blocks 
quiring a code are marked l?y an, asterisk after the"" Ltem description. Form "'^ 
721RX can be u^ed to enter the client as a'referral lor as an applicant, depend- 
ing on the amount of information Available at the initial intake interview. 
The original copy of" the form will be 'forwarded to "the computer center and t^e 
carbon copy will be retained in^ the clientjs case folder to document and verify 
what has been sent to the computer center./^ 



UPDATING^AND/OR CHANGING THE CLIENT RECORD - gORM 72 IR 

Once the computer center" has received and processed the initial Form 
721RX, it will duplicate all the information items recorded on Form |21RX and 
Return a new Form 721R to the 'agency. This new form will be used to^pdate 
and /or change tiae client's recor^ at the computer center' and to rei:ord addi- 
tional client information by the 'agency stafJf. 

Form 721R has been designed so that changes and/or updates can be written 
in abo^e the printed line. If a change is necessary, the initiating individual 
should, print the correct information above the line item which, is incorrect or 
incomplete. All changes or updates must Ue printed and made with a ballpoint 

fit 1 . 

The original copy of Form 721R is then'^f orwarded to the computer center and 
the client's filfe record will be updated.^ The computer will duplicate the 
client's record on 9 new Form 721R and return it to the agency. This procedure 
will -be followed until the client completes the rehabilitation process and is 
closed fro^ the agency rolls. To summarize, updates and /or changes will always 
be made by the agency staff on 721R. The form will be sent to the center, * 

processed by computer and a corrected or updated copy of Form 721R will be 
returned to 'the agency. * , ' 
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CLIENT RECORD SYSTEM MANUAL 

THE CASELOAD STATUSES 



/ 



Th^re are 13 status classifications in even numbers under the caseload 
coding structure. The odd numbers have been excluded from the coding struc- 
ture to permit local agencies to record additional detail in case progress 
, recording. When an odd number is assigned to a unique agency status, the 
definition and description of the status should be coordinated in advance' 
with they data processing center. 

REFERRAL AND APPLICANT STATUSES 

STAX&gyOO. REFERRAL , 'This status represents entrance -^nto the agency's rehab- 
..ililt^ion process for any individual who meets the following definition of a 
referral: An individual who has applied to or been referred to the agency'by 
letter, by telephone, by direct contact or by any O'ther means, and'for whom 
the following minimirira information has been furnished 1) Social Security* 
number, 2) case number, 3) source of referral]^ 4) primary, ^STpons^or , 5) name, 
6) address, 7) date of birth, 8) sex, and 9) disability as reported. All such 
individuals will be recorded and reported on Form 721RX even though the agency. ^ 
may^ close out (Status. 08) the referral almost immediately as being deemed 
inappropriate or for other reasons. 

STATUS 02. APPLICANT , Applicants are referrals (Status. 00) placed* in Stajtus 02 
as soon as the individual requests' services from the agenc^^ aftd provides all the 
information requested on F<^^122^1JLX (Blocks 101 through 144). * 

While th^ individual is in mis status, sufficient information is developed 
to determine appropriateness and) availability of agency services in relation to 
the scope and severifey^'of the applicant's reported disability. When an. agency 
has determined that the applicant is eligible for ^services and that the services 
ar^ available, the applicant can be moved to one of the In-Servic^ statuses (14, 
16, or 18)'. If the applicant is not eligible for services or these services are 
not available from the agency, the applicant cari be closed (Status 08) from the 
rehabilitation process at this'time. However, the agency has the* option of placing 
an applicant in Extended Evaluation, Status 04, prior to making this determina- 
^tion. 

EXTENDED EVA LUATION STATUS 
^ 

STATUS 04. EXTENDED EVALUATION . The Extended Evaluation status (04) is provided ^ 
for purposes of determining ^an applicant's rehabilitation potential by the agency. 
An. applicant having a physical or mental disability which is a substantial handi- 
cap to .employment can be placed in the"" Extended Evaluation status for ek^tensive 
evaluation and diagnosis. An applicant placed in this s tatus remains in extended 
evaluation until the agency has determined whether rehabilitation services can or 
cannot render the individual fit to engage in a gainful occupation. The indivi- 
dual can be moved from this status to either the In-Service statuses (14, 16„ or 
18) or Closure status (08) when it is determined that either (a) there is a 
reasonable expectation that the individual can be. rendered fit to engage ^in a . 
gainful^occupation (In-Service statuses 14, 16, dr 18), .or (b)-.there is no. like- 
lihood that he can be rendered fit to engage in a gaihful occupation (Closurfe, 
•Status 08). . ■ . 
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CLOSURES FROM REFERRAL. APPLICANT , -OR : 

EXTENDED 'EVALUATIOM STATUSE S 
* ^ - ~ — 

STATUS -08. CLOSED FROM- REFERRAL > APPLICANT, OR EXTENDED EVALUATION iTk^jsY.^ . 
This status has been provicTed to furnish a means for ideSitifying all peplons 
not accepted for services, whether closed from referral status (00)V applicant 
status (02), or extended evaluation status (04). Atl persons processed through 
• referral, applicant, ' and/or extended evaluation, and not accepted into the 
active caseload for rehabilitation service's, will be closed in status 08. If^" 
a client is accepted for services and has Been placed in an In-Service status 
(1^> ^6, 18), he can alsp be clos^ed in status 08 if; the client has not begun 
to receive any rehabilitation servicies from the agency. ^ , - * 

IN-SERVICE STATUSES .(STATUSES 14, 16 AND 18 )v , ' . • . 

The In-SerVjjice statuses are provided for case progress des^ignations to 
indicate the kind or kinds of services given to the client to prepare him for 
employment. In those instances- where a client receives restoration arid train-v 
ing services simultaneously, the client should be identified by the service ^ 
which is running for the longest period of time. In those instances where both ^ 
services run concurrently, the client will be assigned to the status considered 
to be most important for the ind iyidual ""s preparation for employment. It is 
not feasible, for reporting purposes, to record concurrent statuses for indivi- *^ 
dual clients. Howeveri^ agencies which can benefit from concurrent status 
information may wish to record it, for agency use pnly, oti Form 721rI Space ^ 
has been provided (Blocks 265 through 292) /Co record the client's status history 
throughout the rehabilitation process. Concurrent s tatuses can be recorded here * 
on Form 721R. ^ 

STATUS 14. COUNSELINg" AND GUIDANCE ONLY . This status should be used only for 
those cases which counse lingf^, guidance and placement are the only services 
required to prepare the client for employment. This status is not to be used 
to reflect the counseling and guidance which tafces place during the progress of 
training, or physical or mental restoration. However, in thoise instances where 
there has been a breakdown in the case progress after other services - have been 
provided, and it has-been deteriAined bythe agency's professional staff^that 
substantial counseling and guidance are essehtial to the successful placement 
and rehabilitation of the individual, the c'lient may be entered in this status. 

STATUS 16. PHYSICAL AND MENTAL RESTORATION . A client- is placed in this status 
if he is receiving medical, surgical, psychiatric, or therapeutic treatment, or 
is being.fitted with an appliance. A case remains in this status .until physical 
and mental restoration services are completed or terminafe'^^V^ 

STATUS 18. . TRAINING . A client is placed in this status i£ he is actually 
receiving one or a combination of the following types of training: (1) training 
in-^a public or private school; (2) training within an agency or in a commercial 
or industrial establishment under * employment conditions; (3) training being 
given under conditions other than school or eityployment. Clients remain in this ' 
status until the training is either terminated or completed. 
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7^ a C emplqym£nt statu ses' 
V ^ 

STATUS 20. . REAI>Y FOR EMPLOYMENT. A client is placed i^_th> status when he 
Uas completed preparation for employment (counseling, guidH^e, .treatment, ^ 
citting of an appliance, training, e'tc.^ and is ready to accept a job but has 
r^ot yet been placed, or hafe^een plaqed but has not yet begun employment. 

STATUS 22. IN EMPLOYMENT. 'A client is placed in* this status when he haS been 
pjrepared for, been placed in, and beg^n employment. He must be followed in 
^this employment for^ minimum. of 30 work days prior to being closed rehabili- 
tated (status 26) to insure, adequacy of employment in accordance with the needs 
and limitations of the individual. Homemakers and unpaid family workers should 
be included under this status , while they meet • the observation criteria. 



SERVICE 'INTERRUPTED STATUS 
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STATUS 24. SERVICE INTERRUPTED. A client;?^ placed, in this status if rehab- 
ilitation services are interrupted while he lis in 14, 16, 18, 20 or 22. Such 
cases are then held in status 24 until the client returns to one of the afore- 
mentioned statusas or until the case is closed (statuses 26, 28 or„30). ' 

CLOSURES FROM THE ACTIVE CASELOAD ■ ' > 

A client remains in the active caseload (statuses 14-24) until, he has c 
pleted the rehabilitation process or until it has been determined that the 
rehabilitation process should be discontinued. Cases closed from the active 
caseload are classified in one b£ the following categories. . ■ 

STATUS .26. CLOSED REHABILITATED. Cases closed as -rahabilitatedCmust, ,as a 
miniimim, (1) have received appropriate diagnostic " and related services; 
(2) have received appropriate pounseling, and guidance; (3) have received ess^- 
tial rehabilitation services in preparation for gainful employment; and (4) have 
been determined to be suitably employed for a minimum of 30 work days . 

STATUS 28. CLOSURE - TE RMINATED BY. AGENCY . Caseg closed in this category must 
have met criteria (1) and (2) above, and have received at one rehabilita- 

tion service in preparadion for gainful employment. However, foi: reasons . 
determined by the appropriate a gency personnel , the client has been terminated 
from the active caseload (statuses 14 through 24) of the agency. Also included 
in this category are clients who transfer to another agency for services. 

STATUS 30. ^CLOSURE - CLIENT SELF-TERMINATION . Cases closed in this category • 
must have met criteria (1) and (2) above, and have received at least one 
rehabilitation service in preparation for gainful employment. However, the ■ 
client chooses to discontinue participation in the rehabilitation process. . , ' 

NOTE: If a client has been accepted for services (statuses 14, 16 and 18) but 
has not begun to receive any of the services, he shpu'ld be 'closed as 
status 08 instead of closure in status 28 or status 30. - 
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SECTION I - RECORDING A NEW CA-SE - FORM 721RX 

Cases not currentl^ in some active status. Will be treated as -^new cdses, 
incliading all cases previously closed in statuses '!26, 28, 30 and 08. Each n 
client will be entered into the computer file through the use of form 721RX. 
The reporting agency will complete Form 721RX with the information necessary 
to enter the 'client in the desired status. The original copy of the 721RX 
form is used tp transport information to' the data 'processing center for new 
clients. The o^j>bon copy remains in the -client's folder to document what ha 
been sent to the data processing center. . ' 

'^ 

MINIMUM DATA ENTRY REQUIREMENTS: STATUS 00 (REFERRAL) , All cases recorded 
Status 00 (Referral) mus t; have \ the followifiig minimum information available^! 

1* Social Security Number "(Block 101) . 

.K 2. Case Number (Block 102) ' , 

X 3. Referral Source (Block 106) 

4. Primary Sponsor * (BloA 107) - 

5. Name (Blocks 108-110) 

6. Address (Blocks 111-114) 

7. Date of Birth (Block liZ) \ \ 

8. Sex (Block ftS) ' ' ^ ^ ■ 

9. Disability as Reported (Blocl>;i43) 

NOTE: Form 721RX can be forwarded to the Data Processing Center for 
processing with only .this minimum information- entered _if the , 
referral is closed immed ia tely . (s tatus 08) at the time of the 
first interview. In these ins tances, -^he Reason for Closure 
(Block 145) should- also be completed. It is deaitable, however, 
that the agency complete as many items as pcfssible even though 
the case is closed immediately. 

If the referral is not closed at the time of the first interview, t^e 
following information is to be recorded on Form 721RX before it is -forwarded 
to the data process. ing center for inclusion into the computer* case files. 

\ 

Block 101 - Social Security Number (9 characters) . The client's Social 
Security number will be recorded if it is available. If the Social 
Security number is not available at referral, leave this item blank and 
the , number can be added later when it is obtained. Every effort should 
be made to obtain a Social Security number for a client if he does not 
have one. 

Blocj^ 102 - Case Number (10 characters) . A ten-digit case number must be 
entered here. 1l)x±s case number consists of three parts: 

Digits 1-3 consist of a unique agency number supplied to the, \ 
agency by the center. ' ^ 



Digits 4-5 consist of the last two digits of the calendat^ear in 
jrhich the* client enters into the rehabilitation process. -^S 



CLIENT RECORD SYSTEM MANUAL 



Digits 6-10 consist of a |-digit cas^Q designation beginning with the 
number 00001, and runs consecutively from this number.. Each client 
will have a unique case designation assigned by the agency. At the 
beginning of the calendar year, the^ agency "Vill return to the number 
OOOOl to designate the firstcase and will' continue consecutively 

^ from this number. An example of a case .number follows: 



. 32A . ^72 

Unique Agency Year 
Number i 



01412 
Unique Client 
^Numb^r ^ 



Block 103 - Action Code <1 character) . This item will be entered on the form 
.^hen recording any change or update. When recording a new referral th,^ 
item will be completed to reflect a new case not "previously in the case 
information file (Code 1). A revision, update or adjustments on an active 
case .already in the computer file will be recorded as Code 2. . 

Brock 104 - Current Status (2 characters) . All cases- recorded on Form 72!LRX 

mugt be record,e4 as either 00 (referral) or 02 (applicant) status. tf the 
► case is to be placed immediately* in one of the In-Service statuses (14, 16, 
^ or 18), the additional information required to enter h client in an In- " 
Service status "can be documented on the carbon copy of Form 721RX in the 
client's folder and l^ter forwarded -to the Renter on F€>rm 721R as an update, 



services 
is billed and r emi ts 



^ Block 105 ^'Referral Date (6 characters.) . This date reflects the date the client 
~- IS accepted as a referrSl. Once established, the referral date will not 
change. . 

- Block 106 - Refer^ral Source (2 characters ). Enter th,e appropriate 2-digit code 

to indicate the Source of referral. The^ codes can be found on Fo'yn 721RX. ' 

Block 107 -^Primary Sponsor (2 characters) . Enter the s6urce which will directly 
pay the agency for the major , part of the Services rendered to the client;. ^ 
th^t is, indicate the source to which the agency submits a bifl 'for 
and from which it expects reimbursemefit. If the clierife is billed a™ 
payment, use code 0 (self and family^> even though the client was being 
reimbursed by insurance or Workmen's>Compensation. If payment is received 
directly from the insurance company, however, the, code would Te 1;. if 
payment is received directly from WorkjQpn's Compensation, the code would 
^ be 2 And so on. The codes are found on' Form 72IRX. 

.Block 108 - Lasj^ N ame (16 characters)/ . Enter the client's last name. 

Block 109 r First Na me (7 charactersft . Enter the client's first name. ' 

Block 110 --Middle In itial (1 -charac'ter) . Enterjh^ client's middle initial. 

Block 111 - Street Address. BoX- or Route "020 characters') . Enter the client's 

house number, street, aame, box or s'treet number. 

' '"^ ' ' 

Block 112 - City (1 7 chatacters) . - Ente.r the name of the city of the client's 

residence. . ' 
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Block 113 - S^t^te (2 characters) . Enter the 2-digit postal service abbrevia- 
tion. (Se^ pa§e^"24 for a complete listing of state codes. ' 

Block 114 -^Zip Code (5 characters) . Enter the appropriate Zip Code. 

BlogS: 115 - Telephone Number (10 characters) . Enter the client's area code 
, and phone number. " - . . ' ^ ^ ^ ' 

Bloc^ 116 - Previous or Maiden Name Cl6 characters) , jlf the client is female, 
married or divorced, enter her previous or maid eiji name . ' Ifi the client 
h.as been^ served previously by the agency undef another nameV enter this 



name. 



Block' 117 - Date of Birth (6 charac ters) .q Enter the plient's d'^te of birth 
(month, day, year). % ' ! s 



Block 118 - Sex (1 character) . ^ Enter M 'or F designat 
BLOCKS 119 THROUGH 139 WILL NOT BE COMPLETED AT THIS. 
Block ..140 - Previous Closure., Within 36 ^Months, Indi<: 



ing pale or\ female-. 
TIME. 

ator (1 character) . Enter 



ill 



the appropriate indicaCor^code: Y (Yes) , N (No)', or X (believed cl^osed 
but information not available). If code X is eAtei^d a file searc 
be made for the proper informationV . 

Block 141 ^ Status (2 characters) . I^ the client haL'feen closed from the 
agency within the past 36 months, ente;r the appfropriate closure status 
(08, 26, 28 ^^or 30) . 



Block. 142 - Date (4 characters) . Enter the date (month and y^r) the ca&§ 
was closed . ■ • ^ 



Block yf3 - Disability as Reported (17 characters^ .' Enter the description of 
tWe disability as reported at time of referral. It is recognized ttiat the 
^^Lsability as first reported-may xS>t be the primary or secondary disabling?^ 
:ondition as dTagiaosed, described and coded at ttie time the client com- 
>letes th*e referral process. 

Block 144 --Disability Code (2 characters) . Enter th^ appropriate disability 
code. The codes can be found on pages 2 and 3 of thia Manual. 

* ■ ^ ■ ' ■ 

Block 145 - Referral Outcome - Not Accepted: Reason (2; characters) . If the 

client is n^t accepted for extended evaluation or rehabilitation services 



and is closed from 
enter the appropria 



/either Matus 00 (referral) or Status 02 (applicant), 
ate code.' The codes can be found on Form 721RX. 



Block 146 - Referred to (2 characters) ." Enter the code which best describes t(/ 
what organization or agency a client has been referred when he. cannot he/ 
served by the agency. p it is not appropriate or possible to refer t^e 
client elsewhere, enter code 0. The same codes used to designate re^^rral 
source will be entered for this item. ^ / 

. f ^ / . ' ■ . 
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Block '147 - Closure -Pa^e (6 chararrPrs) . Enter the date of closure (mqnthl 
. • '^^^ ^> ^he client is not accepted for extended evaluation or 
■ rehabilitati'on services, ' 

Block 148 - Accepted for 'Extended Evalu a tion (1 cha'rar.rpr V . Enter an X if 
the clieat IS accepted for extended evaluation. 



Block I49J- Accepted for Rehabilitation S ervices (1 r.h.r.rt...) . Enter an x 
If the client^is accepted fot rehabilitation service's. 

B\Qck 150 - Cost- to Asency (3- Characters) . This item should be completed only 
. W for clients- ^lo^fed^from referral (00) or applicant (02) status. "Enter 

the cost to the agency based on the number of manhours and other expenses 
required to make the determination of closure (08). ^ 

This represents the information items which must be completed to record a 
referral (Status 00) on Form 721.RX, IP additional information is available a 

Jnx'tiar W ^ '""'^r' ^^^Pf-lic-«t (Status- 02) on Form 721RX at the time of 
initial intake. These requirements are described below. 

DATA ENTRY REQU IREMENTS: STATUS 02 (APPLICANT^ . A client c^n be entered 
directly into the computer case file as an applicant (Status 02) if all the 
information Items in Sec-^ion I of Form' 721RX can be completed by the agency 

f J no'"'"^ Block 104 (Current Status) will be 

coded as 02. . " wx^^ uc 

NOTE: The following instructions are for entering a client not /currently ^ 
in the computer files as an applicant (Status 02) and not for moving 
^ a client from referral (00) to .applicant (02) status. T'client who 
IS moved from referral to applicant status will have already. been 
reported to the x:enter on Form 721RX with all referral information 
Items entered;, and the agency will haye 'rece.ived back a^ computer- - 
produced copy of Form 721R with. the referral information recorded. . 
The agency will use this •72IR, form to move the client from referral 
to applicant status. 

nl.r.H'V^ °^ information items found in Section I of Form 721RX must be com- 

pleted to enter a client as an applicant. Many of them have been 'described 
previously for recording a referral. , The following instructions are provided 
to complete the information items necessary to record an applicant. 

d' 

Specific instructions for these items are: > ' 



''"'"c't! ^H^^^'l''' Status (1 character) . Enter the appropriate code to^ indi- 

cate the client s marital status at time of referral. These "codes can be " 
found on Form 721RX. Persons in conjnon-law marriages should be coded' as 

married and persons whose only marriage had been annulled should be 
reported as "never married." • ' 

''"''-deoL"- ""r'^H Characters) . ' Enter her^ the exact number of ' 

dependents the client claims. Dependents are persons for whom .the individual 
as r^.cognized as the head of the household, has major responsibility for pro-'- 
viding the essentials of daily living, tt^wever, if th^ client is not the 
head of the .household, he would- not hayi dependents. Mor example: 
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a) The family or household cons*i6ts of a husband,, wife, and two 
children, and the husband is/ the recognized head of the household. 

I. " ^ 

/ ■ ■ . . . / f 

1) If the husband is the client, he has '3 dependents* 

2) If the wiij is the cl/ent, she has zero dependents. • 

3) If either or both children are clients, they have zero 

^ " dependtjuts. ^ / 

4) ^If husband and wife are clients, the husband has three, the 

wife zero dependents. ' "-^ . ' 

b) The family <:vmsists of a woman (recognized as Jiead of the house- 
hold), supporting a child and the woman's mother, with no husband 
present, by court decree for separation or divorce, by death, by 
desertion, or because he is insrtitutionalized . 

1) If the* woman is^ the client, she has two dependents*. 

2) If the cuij-d is the client, he has zero dependents. 

3) If the mother is the client, she has zero dependents. 

4) If t,he husband is the client, and by court order is responsible 
• ; for the financial support of one or more of the above, he 

has zero dependents because he is not the recognized head of 
j thc^ hm sehold . 

Block l21 - Total Number in Family ^ characterg) . Enter the number of personi^ 
in the family of which the individual is a member. This, item should never 
be recorded as zero since the client will aj.ways be included in the family. 
^'Family*' is defined as those persons living in the same household who are* 
related to one another by blood, marriage, or adoption. 

Block 122 - Regular Education (2 characters) . Enter the highest grade completed 
for clients educated under a regular educational system. If the client was 
not educated under a regular educational system and is not mentally retarded, 
an equivalent grade should be calculated. If the client is mentally retard- 
ed, code this item "XX". 

-r- « ' 

Block 123 - Vocational Education (2 characters) . Enter the number of years of 

vocational education received by the client. If the client has not received 
vocational education, enter a 0 in the block.* • 

Block 124 - Weekly Earnings (3 characters) . Enter the amount, ^to the nearest 
dollar, that the individual earned in the week prior to the date he was 
referred'. If the client has no earnings, enter '0' in the space provided. 
Income^^as reflected in this item should in^eiude the gross earnings of the 
individual. If the amount exceeds $99Sf',. enteP 999. 

Block 125 - Total Monthly Family Income (3 characters) Enter the amount, to 
. the nearest dollar, of the- monthly income of the family of which the client 

fa member. This item should he recorded ' for the month preceding the dat6 
/ referral and gross income should be i^sed. If there is no income, indicate 
this b*y marking '0*. If the family income is more than $999, enter 9t99. 
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°^°'^•nf^H Support d character) ; Enter fehe one-digif code indicat- " 

■ ing the cj^ent s primary sAurce of sapport. The primary source is simply 

T^'.Y ^^"^ ^° percent. The general rule 

' ■ .'""^^"f '^"^^'^ attributed to a particular source only when 

It relates directly to the individual, or he is dfrectly involved. A 
common source of error in coding source of support involved assigning 
earnings of or payments to, -other household members as the source of ' 
sufrport rather than "family and friends" which is the proper source to " 
• ea^n^n;. I' ! client who is supported through the current 

earnings of her husband or by his unemployment insurance sbould be recorded 
for P^ary source of support as "family and friends" and not as "current 
earni^s or 'unemployment insurance." | 

Block 127 ^ Work Status (1 character) . Record the code of the activity which 
defines what the individual was actually doing during the, week prior to 
Zn7Tl'^ M and definitions for each are indicated below. Code Y, 

Not available," is to be used only for those individuals with whom a 
, personal contact could not be established or the information was" n^>t other- 
Wise available. uunei^ 

Work Status - General Instructions . A person who did any work at all during' 
the. week (except when paid "ivkind" or a trainee or -worLr in the no^T^eti- 
tive labor' market) IS to ba clt^ssified in one of the first six categories 
<Codes 1 through 6). Any^^erson not meeting this criterion should be classified 
ILrmlStlcotl;.^ - - Che non-competit'ivT 

Codes 1 and 2 - Wa^e or Salaried WorkW : A wage or salaried worker is an 
individual Who did any work at all during the ."week" <f or a private employer or 
for the government, (federal, state, or local) for wages, salary, commKsion 

iarrki^d Vr'd''«; "^^'^^ are'personrworTnrr; for 

lay m kind^ ,(Code 8 or in any of the folldwing groups: Work for one's'self 
or m one's own bifsiness (Code 3); BEP work ift State-Agency-Managed Business • 
Enterprise (Code 4) ; homemakers (Code 5); work for which there was no Jagfor- ' 
rL ?ro°" ^ H "h"^ '"7 °l ' family business (Code 6); or vomnteer work for 
or relTtl' fc'T'^T f ' ^^^^'^'^^ agencies and -unpaid work for a friend . 
ZZl:Te c'ode%!' • , °r noncompetitive labor ^ 

sTllrl ' This' category refers to work for wages, 

salary, commissions, etc., as defined above, but does not include worTc Tn 
sheltered workshops . Code 1 includes wage ea rners on farms, but not share - 
croppers or self-empl^ed farmers .(Code 3). 

Code 2 - Sheltered^orkshop . This category refers to all persons who lork ^ 
for wages or salary as defined above irT a workshop conducted by a nonprofit ' 
Zf,T';r^t°''. . provides work under special conditions for physically or 
mentally handicdpped individuals unable to enter or not ready for competitive 
employment. Workshops in which such activities are conducted are .^riouslT 
referred to as rehabilitation, community, curative, sheltered, industrial 
or occupational workshops. , . - ' j-nui^buriai. 
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Codes 3, 4, 5 and 6. - Workers Not Wage or Salaried . .Classified utvder Codes 3 
through 6 are thos*g individuals who are working, but are not ^eceivirfg a wage 
or salary. ' ' - W- 

^ " Qode 3 - Self-employed (except ^P )v This category refers to work foi;. 

profit or fees in one's own business, farm, shop, or office. Super intei^cl-* 
ents, foremen, managers, and other executives hired to manage a business/ " 
or farm, officers of corporations, and salesmen working for a commission 
should not be classified under this code, but under Code 1. ^*Self- 
^ ^ employed" includes sharecroppers, but not wage earners on farms. 

Code 4 - State Agency-Managed Business' Enter prises (BEP) / This category 
refers to vending stands and other'^small businesses for the severely dis-J 
abied under the management aj^ supervision of a state agency. It includes 
hoifte industry, farms, and'other enterprises.. Home ^industry refers to work 
n^^formed ujidetr the management and supervision oE ^' state agency in the 
client '*s own home or residence for wages or salary on .a piece-rate, hourly, 
weekly, or monthly basis. Such employment may be engage'^d in by persons 
capable of activity outside the home as well as by homebound persons. 

■J 

Code 5 - Homejii^ke-f> ^ This category refers to pe^rsons (male or female) 
whose principa-1 activity is "keeping house for their families. Persons 
unable^ to perform any of 'their homemaking duties in the "week" should not 
^ be included here,^ut should be classified as "Not working: Other". (Code 8). 

Code 6 - Unpaid Family Worker . This categor}^ refers to persons who work 
without pay on a family farm or in a family business operated by one or more 
membej:s-of their own family. Persons whose usual principal activity is 
unpaid family work who are :unable to carry on any of these duties in the 
"week" should be classified as "Not working: Other" (Cods 8). 

Codes 7s 8 ajid 9 - Not Working . This includes students and all others no-t 
included in tha *Wrking" categories. 

^ode 7 - ^^tudent . This category refers to persons who are attending school 
in<the "week" and cannot be classified in one of the preceding "working" 
categories. 
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Code k - Other. This category ref^irs to persons ilot in the cate»gories above. 
Examples include (a) persons just out of school who have^ been unable to get 
jobs; (b) persons unable to retain or obtain work; (c) persons not able to 
perform :heir homemaking duties; (d) persons confined in institutions, 
^ including places providing, specialized medical care, homes for the ag'ed , 
prisons and jails; and (e) persons 'receiving only pay "in-kind" (meals, 
lodging, etc.). Do not include those attending school in a home or special- 
ized schooJ^for children (Code 7) . ' 

Code. 9 - Trainee or Worker (Non-CompetitiVe Labot ^Market) . This category 
refers to persons who, although they may bave received stipen<^s during the 
%eek" for work or services performed, were functioning essentially in a 
non-competitive environment. Code 9 should be used mainly for persons 
participating in work experience, work training, or work adjustment programs 
such as those sponsorec|' by the pfficfe of Economic Opportunity, the Department 
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of Labor, and the Department of Health, Education, and Welfare!. Those 
individuals employed in workshops or sheltered workshops -should be coded 
'sheltered workshop worker" (Code 2). • 

Y - Not Available. This code is to be used when the information is not 
available. ' , 

Block 128 - Spanish Surname (1 character) . Enter Y (Yes) or' N (No) to indicate 

whether or not the clien^^'s surname is of Spanish origin. It is recommended 
that determining the origin pf the^rname be made by observation only. 
Questioning^he client directly is not encouraged. 

Blpc-4r-r29 - Race*(l charac t^ . Enter the .apprnpri ^ ^p■ nn^-H n a-; ^ code on Form 
^ 721RX. Information necessa^J^-t^omplete this item should be obtained by 
observat;ion only. Eliciting infbrtna^on from the individual as to his 
racial identity is not encouraged, ^n^dividual should be included in the 
group to which he appears- to belong, or iKso regarded as belonging in the 
community. Included under "Other", Code .4,^s^re Chinese, Japanese, and othet 
persons not identifiable by one ofi the other cWes. flWder. "Not Available," 
Code Y^ jhould be in9luded individuals with whorivpersorial contact was ^ot'' 
made, arttl^the data were not otherwise available. ^ " 

Block 130 - Public Assistance— T ype (1 character) . If th\client' is a recipient 
of Old Age Assistance (OAA) , Aid to the Blind (ATB) , A\d to the Permanently 
and Totally Disabled (APTD) , Aid to Families with Dependent Children (AFDC) , 
General Assistance (GA),oi; any combination of- th^ above \ypes , the proper-' 
code will be entered. If ttie client is pot receiving public aSsist§nce, 
Code 0 will be ente,red. The ap/propriate codes ari listed o\ Form 721RX, 

Block 131 - Publi c Ass is tance--Monthlv Amount. , (3 characters) . Ent^ the total 

amount of the monthly payments made to or for the client and hi& dependents * 
in the mdnth preceding the date of Arrival. ^Enter the ac'tual dollar amount. 

Block 132 Time on Public Assis tance (1 charac4:er) , ^ . . The appropriate c\de will 
^ be entered to reflect the length of time the client has Been receiving 
^ F(ublic assistance. The appropriate codes are found on Form 721RX. 

.Blocks 133 - 137 Federal Programs . This series of items is to be used to 
^ identify clients with various Federal programs from whictt^they may be 
' receiving services or with which they^may be associated . 

Block 133 - Armed For ces Rejectee (APR) (1 character) . This block should 
be -marked witff an "X'' if the client was beE^reen the ages of. 17 and '26 
and male, at the time of referral, without regard to whether he was 
rejected at the.|^l6cal draft board or an Armed Forces Examining Station. 
A Selective Service classification of 4F or lY is sufficient to 
indicate an "AFR" identification. \ ' 

Block 134 - Minor Me dical Services (MMS) (1 character) . Clients^accepted 
as referrals 'from state vocational rehabilitation departments who 
were referred to them for minor medical services under thg/sSan power 
Development Training A<13t should be identif ied/by entering an "x/^ in 
this block. ^ ' > 
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- Block 135 - MjLRratory Agricultural Worker (MAW) (1 eharacVer) > Cliei;^ts 

identified as being in a migratory .agricultural workeys project should 
be indicated by entering an "X" in this block^ 

Block 136 - Public Offender (PQ) (1 character) > Clients id^tified as * ^ 
public offenders shpuld hav.e au "X" entered in this blo\k. For 
purposes, of reporting, a public offender must have been tonvic ted 
(or "adjudicated" in the case of a juvenile) of a pub lie \of f ense and 
this offense (and history of previous offenses) is considered to be 
a significant contributing factor to his inability to obta\Ln or retain 
suitable employme^^ 



Block 137 =- Work Incentives Program (WIN) (l' character) . This b] 
'be marked with an "X" if the client was identified with the 
^ .regardless of individual payment or funding arrangements. 



)ck should 
fIN program 



Block 138 - Age at Onset (2 charac4:ers ) > Ent^r the age of the client a t\ onset of 
the disability. If the client has a congenital disability. Code 0 $hould be 



used . 
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Block. 139 - SSDl Status (1, character) . Enter the appropriate one-digit code from 
the list of codes- provided on Form 721RX. The code. will reflect the riiost 
I curre^it applicant status of the individual. This information,, can geneVally 

be obtained from the client himself at the tirije of the initial intervid^w. 

This completes the information requi'rements for recording an applicant 
(Status 02) into the compufefer c^se files. Upon receipt of Form 72IRX, the ceViter 
will record the inf ormatio^^ and rjbturn to the agency a computer-produced copyAof 
Form 721R with the appropriate data printed on it. Future changes, updates, oV 
revisions will be transmitted to the data processing center on Form 721R. 



Nt)TE: The agency should complete Blocks 145-147 and Block 150' if the 

applicant is not accepted for rehabilitation services, just as in 
^ the case of a referral not accepted for rehabilitation services. 
Blocks 148-149 should also be completed if the ap^plicant is 
accepted for extended evaluation or rehabilitation services. 
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SECTION II - SERVICES TO CLIENTS 

Section II of Form 721R serves to record dollar costs of services and 
its of service received by the client. These figur^ should ^e kept on a 
current basis in order to minimize reporting errors. When Section II (lines 
E thrpugh I) has been completed or at three^nttonth intervals, from the date of 
referral. Form 721R should be forwarded to t^e center to update the client's 
case record. A computer-produced copy of the form will then be.returned to 
the agency with the updated information recorded. In this manner the agency 
can maintain a current accounting of the cost of Services rendered to each ' 
client. ^ 



un 



NOTE: A client who receives services from the agency will haVe been 

reported to the center as^an applicant (Status 02) on ^orm 721RX 
or 721R. All information in Section I > Recording; a NeV Case 
will h'ave been completed prior to recording the client as re- 
ceiving services from the agency. In the event the client is 
put into extended evaluation (Status 04) for diagnosis and 
evaluation to determine employment potential, he can be moved 
to an In-Service statds (14, 16, 18) from Status 04. <y 

Following are the instructions for completing Section II - Services to 
Clients. 

r 

Block 103 - Action Code (1 character) . Actipn Code 2 should be entered to - 
indicate an update. 

Block 104 - Current S tatus (2 characteirs V . Enter the status of the client 
with 'the applicable 2-digit code. 

Blocks 151-15? - Pri mary Disability and Code (17-2 characters) . Enter the 

description and code 06 the diagnosed primary disability. Descriptions 
and codes are found on pages 2 and 3 of this Manual. 

Blocks 153-154 - Secondary Disa bility and Code (17-2 characters) '. Enter the ' 
d&acription and code of the diagnosed secondary disability, bescriptions 
and codes are found on pages 2 and 3 of this Manual. " 

.B lock 155 - MuRiple Digabilities (1 character) . Enter the exact number of 
V disabilities which have been confirmed by diagnosis, not including the 
primary and secondary disabilities indicated above. 

Blocks 156-157 - Vocational Ob jective and D.O.T>. Code (19-4 chara'cters) . Enter 
the vocational objective as determined by the evaluation of employment 
potential, community needs and services which can be provided by the 
agency. It is possible that during the cpurse of the rehabilitation 
process an adjustment or revision of the vocational objective becomes 
apparent to the professional staff of the agency. At this time, the 
vocatic^al^objectiVe can be revised and reported to the computer center. 
Use, the first four^ (4) digits of the current D.O.T. code structure to " 
enter the vocational code. 
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SPECIFIC SERVICES TO CLIENTS 

The cost of servic? is to be 'indicated for each service that is pr.(^vided 
directly by the agency or arranged for by the agency to be provided by another, 
source. In many instances, the costs of rendering a particular setvice or 
series of services are reimbursed or provided to the agency by a third pafty 
(State DVR, insurance, etc.) dV paid directly by the client. Five cost-arrange- 
,me;^ indicators have been developed to describe these different cost arrange- 
iftents. The appropriate pne-digit cost arrangement code should be placed in the 
block marked "INO" when entering the dollar cost of the service. 

The codes to be used are presented below: 

1. Total cost assumed by agency 

2 . Pre-paid Fee ■ , 

3. Total Cost Reimbursed or Paid to Agency* 

4. Cost Divided Between Agency and Other Party 

5. Other Arrangement 

The unit of service is to be recorded also wherever appropriate. The 
following descriptions ^d definitions of rehabilitation services indicate the 
correct unit of service to record if the client rex:eives that particular service. 
In some instances, the unit of service is not appropriate and is therefore not 
ind icated . , 

EVALUATION (Blocks 158-169) 

This category includes diagnostic and evaluation servi9es required to 
determine employment potential or to ascertain the nature aprf scope of rehabil- > 
itation, services, needed. Services provided to a client while in extended evalua- 
tion (Status 04) should be recorded in the actual service category, i.e., Physi- 
cal Therapy, Homemaker Services, etc. * 

Blocks 158-160 - Ps ychological Evaluation - Unit - Indicator (4-3-1 characters) > 
Included is evaluation to ascertain the various psychological factors 
influencing^ the client's rehabilitation potential.. Enter the §mount of / 
expenditures and the number of hours of Service received by the client. 

Blocks 1 61-163 - Medical Evaluation - Unit - Indicator (4-3-1 characters) . ' 
Included is evaluation to ascertain the medically-related factors which 
influence the rehabilitation poter\^tial of . the client. Enter the amount of 
expend ft^.r&s and the number of hours of 's^ervice received by the client. 



Blocks 164-166 ^ Vocational Evaluation 



Unit - Indicator (4-3-1 charadters) , 



Included in this service are work-clr iented evaluation techniques to deter- 
mine the highest level of functioning including work potential, learning 
capacity, skills and interests. Enter the amount Q|/expenditure and the 
number of hours of service received by the client. 
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Blocks 167-169 - Other Evaluation - Unit - Indicatior (4-3-1 characters) . 

Included are other evaluation services not described above to determine* 
^the rehabilitation potential of the client. Enpr the amount of expendi- 
tures and the number of hours of service received' by the client. 

PHYSICAL AND MENTAL RESTORATION (Blocks 170-197) ^ \ 

...This category includes medical and medically-related services which are 
necessary to correct or Substantially mod ify • a "^phys ica)(. or mental o^pndition. 



BlocksU70-172 - .Ph ysical. Therapy - Unit - Indicator (4V3-1 characters) . 

Includ ed are medTcally-prescribed treatments of dis^^ease or injury under 
the -supervision of a registered and licensed physical therapist to achieve 
the maximum physical capacities of the client. Ent^r the amount of expend- 
iture and the number of hours of service received by the client. 

Blocks 173-175 - Occupational Therapy - Unit - Indicator (4-3-1 characters ) . 

Included are medically-prescribed activities by a registered occupational 
therapist to aid the client in developing his vocational potential and 
his capacity for' daily living. Enter the amount of expenditure and the 
number of hours of service received by the client. 

Blocks 176-178 - Speech an d Hearing Therapy - Unit - Indicator (4-3-1 characters) 
Included are rehabilitative services provided by a professional, certified 
therapist.:^' Enter the amount of expenditure .and the number of hours of 
service received by the client. 

Blocks 179-181 - Me dical Services - Unit - Indicator (4-3-1 characters) ^. 

Included are services provided by a licensed physician who can give pro- 
fessional medical services to clients. These may include medical examina- 
tions^ treatment- for illness or injury, etc. Enter the amount of expendi- 
^ture and the number of hoLirs of service received by the client. 

Blocte 182-184 - 'Psy chological-Services - Unit - Indicator (4-3-1 characters) .' 
Included are professional psychological services such as counseling on 
problems of personal ad4ustment to the client, family, and community; 
counseling of the family in its role in the rehabilitation program. of the 
client, etc. Enter the amount of expenditure and the number of hours of 
service receiyed by the client. ^ 

Blocks 185-187 - Nu rsing Services - Unit - Indicator\ (4-3- 1 characters). 

Included ax^ nursing services such as treatment^of clients, dispensing of 

prescription medicines under a doctor's ins true tio^ e tc . Enter the' amount 
of expenditure and the number of hours of service red^ved by the client. 

Blocks 188-190 - Den tal Services - Unit - Indicator (4-3-1 characters ). 

'Included are services provided by a licensed dentist who can give pro- 
fessional dental services to clients. Enter the amount of expenditure and 
the number of hours of service received by the client. 

Blocks 191-193 - Social Service s - Unit - Indicator (4-3-1 charac teirs) . Included 

• are casework services provided by a trained social worker. Social services 
^deal primarily with personal^ounseling, family relationships, housing 

financial problems, etc. Enter< the amount of expenditure and th% number of 
hours of service received by the client i ""^ ' 
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Blocks 194-195 - Medication - Iiyiicator (4-1 characters) * Included are prescrip- 
tion and non-prescription medicines and drugs purchased for a particular 
'client f^or his individual needs. Enter the amount of expenditure for medi- 
cation. • . 

Blocks. JL9^,-197 - Prosthetic Appliances - Indicator (4*rl character^) . Included 
are the purchase of, fitting of, and repair and maintenance of, prosthetic 
appliances for a particular client for his individi>gl use. Enter the amount 
of expenditure for prosthetic appliances. |[| 

TRAInInG (Blocks 198 - 2'l5r 

This categ6ry includes services provided to train or retrain clients in 
Vocational skills to achieve their highest vocational potential. This is accpm- • 
plished by instruction, supervision, demonstration and ct)nsultation. * 

Blocks 198-200 - Work Adjustment - Unit - Indicator (4-3-1 characters) . Included 
are work-oriented tasks designed to achieve the fullest possible development 
of an ability to work. Areas of work adjustment training include work con- 
ditioning, work tolerance, personal and social .adjustment, attitude develop- 
mefrt, and work habits development. Enter the amount of expenditure and the 
number> of hours of service received by the client. 

Blocks 201-203 - Vocational Skill Training - Unit - Indicator <4-3-l characters ) . 
Included are actual' training or retraining of the client in vocational skills 
in a rehabilitation setting. This service* may be provided within the rehab- 
ilitation' agency or in an on-the-job setting. Enter thfe amofunt of expendi- 
ture and the ^number of hours of service received by the client. 

Q 

NOTE: Included in the ^sts of provided vocational skill training are 
wages paid to the client while learning the skills necessary to 
perform- the job. If the client remains on the sat^e^ job when the 
training program has been completed, the wages paid should not be 
^ included in the cost of providing this service. The client, under 

these circumstances, should be considered ^n employee and would no 
longer be^ rec^ving training «6ervices from the agency. 

Blocks 204-206 - College or University - Uji^Lt - Indicator (4-3-1 characters) . 
Included are services provided by a college or university leading to an 
associate, bachel-e^, or graduate degree. Enter the ^amount of expenditure 
and the number of hours of course work (semester or quarter) during whicl:| 
the client attended\the college or university. 

y 

Blocks 207-209 - Busines^s School or College - Unit - Indicator (4-3- 1 characters) . 
Included is training to prepare a client for an occupation in some area of 
business. Skills obtained may include typing, accounting, bookkeeping, etc. 
Any school offering a degree '(Bachelor of Arts, Bachelor of Science) in 
business or related fields should, be included under -"College or University." 
Enter the amount of expenditure and the number of course hours (semester, 
quarter, etc.) during, which the c lient' attended the business school or 
college. 
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Blocks 210-212 7 Vocational School - Unit - Indicator (4-3-1 characters ). 

Included is training in a vocational school or .ot^her technical school to 
prepare a client for an industrial occupation by providing Kim with a 
trade. Skills may include welding, woodworking, television repair, 
electrical wiring, etc. Enter the amount of expenditure and the- numbe<r 
of hours (semesti^r, quarter, etc.) during which the'client; attended the 
vocational school. » ' 

0 , _ , " , 

Blocks 213-215 - Mi scellaneous Training - Unit - Indicator. (4-3-1 charac ters)^ > 

Included are training services not described above which provide the client 
with vocational skills. Enter th^ amount of expenditure and the number of 
hours of service received by the client. 

MAINTENANCE (Blocks 216-225) ' ' • 

This category includes services provided to a client which cover basic 
- living expenses so that he can derive full benefit from other rehabilita- 
^ tion services provided. . . \ 

Blocks 216-*2r7 - Ho using - Indi>cator (4-1 characters) . Included are the costs 

of shelter, lodging or dwelling space purchased or provided for a particular - 
client for his individual needs. Enter the amount of expenditure for this 



service . 

- I. >^ 



Blocks 218-219 - Fo od - Indicator. (4-1 characters ). Included are the costs of " 
food allowances or actual purchases of food for a particular client.* Enter 
the amount of expenditures ^for this service.' 



Blocks 220-221 - Tr ansportation - Indicator (4-1 characters) . Included are the 
costs of ' transporting a^ particular client from one place to aHot|ier for any 
purpose; e.g., training, entertainment, examination, employment, etc. " 
Enter the amount of expenditure' for this service. 

Blocks 222-223 - Clothing - Ind icator (4-1 characters) . Included are the costs 

of all items of apparel purchased or provided for a particular client for * 5 

his individual use. Enter the amount "of expend iture . for this service.. 

Blocks 224-225 - Wage Suppleme nts*^- Indicator (4-1 characters) . Included are the 

costs of any monies paid to an individual client which is not for services J 
performed or related to paid work activities. Enter the amount of expendi- 
ture for this service". 

RELATED SERV.ICES (Blocks 226-248) ' . 

^ Included in this category are all other services provided to a client which 
will permit him to fully benefit from the total rehabilitation process. 

Blocks 226-227 - Materials -- In dicator -(4-1 characters) . Included are the costs of 
all materials purchased or provided to the client for his individual use. 

. . These materials include prosthetib supplies, furniture, tools, craft supplies, • 
production materials, etc. Enter -thfe. amount of expenditure for these items. 
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Blocks 22 8^230 - Placement Services ■ Unit - Indicator (4-3-1 characters) ,, ^ 
Included are services providing pre-placement preparation, counseling, 
actual placement, follow-uR and supportive s&rvices for clients entering 
competitive employment or sheltered employment. Enter the 'amount 'of 
. •exp.enditure and the number of hours of "service received by <the client. 

Blocks 231-233 - Recreation and Social Activitig^ - Unit - Indicator (4-3-1 

characters) . Included are activities which provide a structured recrea-r 
tional program which may include planned recreational and social activities 
at the agency or away from the a'gency. Enter the amount of expenditure and 
. the number of hours of service, if applicable, received by the client. 

Blocks 234-23,6 - Homemaker Services - Unig^ - Indicator (4-3-1 characters) . 

Included are services paid foT or. provided to a particular client's family 
. for the maintenance, care and .supervision of the client. Enter the amount 

> of expenditure and the number of hours , if applicable, of service received 
by the client. - ' . 

Blocks 737-239 - Day Care Services .- Unit - Indicator (4"3>-l characters) . 
. Included are services providing a structured daily care and activities 

program for childr'en , and -adults , including nursery services. Enter the 
^amount of expenditure and the ^number of hours , if applicable, of service 
^ provided to the client. " * 

i 

Blocks 240-242 - Work Activity Services - Unit-- Indicator (4-3-1 characters) . 
Included are services providing a separated departmen^t hav^ing an identifi- 
able program to provide therapeutic activities for handicapped clients whose 
physical or medical impairments are so severe as to make their productive 
capacity inconsequential. Work activities services must comply with" the 
regulations of the ,U. S.^^^partment of -Labor regulations, part 525.2(c) con- 
cerning productive and eahisUig tests. Enter the amount of expenditure and - 
the number of hours , if applicable, of services received by the client. 

Brlocks 243-245 - Educational Services - Unit - Indicator (4-3-1 characters) . 

Included are services providing structured classroom situations of academic 
work uAder the dire-ction of a licensed or certified teacher. Enter the 
amount^ expenditure and the number of hours , if applicable, of service 
receiveuNby the client. , , 

Blocks 246-248 - Other Services - Unit - Indicator (4-3-1 characters) . Included 

are rehabilitation services which are not '^proper ly included in one p'f the 

definitions above. Enter the amount of expenditure and the number of hours, 
if -applicable, of service received by the client. 

Block 249 - TOTAL COST OF SERVICES (5 characters) . Enter. the sum of all expend i- * 
tures for services provided to the client. 



Block. 250 - AMOUNT REIMBURSED OR PAID TO AGENCY (5 characters) . Include 'the sum 
, of service costs which were entered in-Section II with arrangement codes ^ 
"2" (Pre-paid^ fee) or "3" (Total cost reimbursed or paid to agency). This 
sum, when Subtracted from the "Total Cost of Services'," gives the agency an 
indication, of the- approximate cost of providing rehabilitation services to a 
particular client . . ' * 
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SECTION III - CLOSURE - Form 72 IR 

Upon completion of all services from the agency and at thp time of closure 
of the client from the agency rolls. Section III is to be completed and forwarded 
to the center on Form 721R for the final update of the clie"hi| 's 6ase record. A 
final computer-produced copy of the form" will then be returned to\he agency for » 
the client's permanent ca«e folder. Any changes/'^^ revisions of Section -I and/or 
_ Section II must be made on the final copy tC^^:^-^nd ing it to the c^OT^ter ^center. 

If. a client has beehv^acceptei*^or rehabilitation services (statuses^ 16, pr 
, 18), hewill be closed in one of the following statuses^ 26, 28 or 30. Howfever, 
if a client has been placed in extended evaluation (Status OA) and (a) has recHyed 
diagnostic services from the-agency, but (b) has not been accep,ted for rehabilitk^ 
tion services, he will be closed in Status 08. 

The instructions for completing Section ill are: * 

Block a03 - Action Code (l character) . Enter action code 2 indicating a revision 

* or update. 

Block 104 - Current Stg^tus (2 ch aracters) . Enter the current status of the client. 

Block 251 - Closure Status '(2 characters) . Enter the client's status (08, 26, 28, 
•~ or 30) at the time of closure. In order to close a client in status 26 ' ' 
(Rehabilitated), he must have been success fully^'employed for a period of 
. 30 work days prior to closure. This fact' must be c_onfirmed by appropriate 
follow-up by agency staff. - . 

Block 252 - Reason for Closure (2 characters) . Enter the Appropriate code to 

indicate the. reason for slosure. When a client is c^sed in Status 26, this 
. item nfeed not be completed". The codea are listed on Form 721RX and are the x 
same used for item 145 - Reason. . v 

o- ' ^ , ^ 

Block 253 - Work Status (1 character). Enter tVve appropriate code that describes 
what th^ client was actually doing during the week prior to the time his case 
was closed from extended evaluation or- the active caseload. Code Y, "Not "i' 
Available," is to be used for persons closed from extended, evaluation (Status 
08) or ak not rehabilitated (Status 28 or 30) when the cdrrect code cannot be 
ascertained. Codes 7 and 8 (not working^-, code 9 (trainee or worker) or . 
code Y (riot available) may nqt be used for a person closed rehabilitated 
(Status 2p). ♦ ' 

Block 254 - Weekly Earnings (3 characters) . Ente^' the weekly earnings of th,e 

client to the nearest dollar in the week before closure for clients closed from 
extended evaluation or the active caseload. If the client has no earnings, 
enter -0 in the space prpvided; enter Y if not available (Statuses 08, 28 and 
30, only) . * . 

." • % 
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Block 25 5 - Public Assistance Type (1 character) . If the client has been ' 

previously defined to be a public assistance recipient at referral or has 

begun receiving public aiSs is tance during the rehabilitation process, enter 
the code for type of public assistance. 

Block 25 6 - Monthly Amount Q characters) . Enter the monthly dollar amounft of 
public assistance the client.'^is receiving per month, at closure. If none, 
enter "0". Enter »'Y" if not' available (Statuses 08, 28 and 30, only). 

Block 257 - Termination Da^ (4 characters) . If the client has received public 
assistance and the pub^iie--assis tance has terminated during the life of the 
c4se, enter the month and year. Leave b.lank' if public assistance is not 
available, still being received., ^^pr has nfever been received. 

Block 258 ■ SSDl Status (1 character) .' Entfeid^'-the appropriate code. This item 
should, be oompleteci for all clients closed from, extended evaluation 
* (Status 08) or the active caseload (Statuses 26, 28 or 30). 



Blocks 259-260 - Occupation and Code (17-4 charjacters) , Enter the client's 
occupational title and D,0,T. code at closure. If the client is self- 
employed of has several employers, enter "self-employed''; if the client 
is not employed (Status 08, 28 or 30), Ifeavd the item blank. 

Block 26 1 - Employer - Name '(15 characters) . Enter the. client 's employer 's 

name or company. If the client is self-employed, enter "Self -Efaployed . " 

Block 262 - Employer - Address (18 characters) . Enter the address of the client 'j 
employment. If . the client is self-employecj or a homemaker, leave address 
blank. ^ 

Block 26 3 - Employer - City (15 charapterg) . Enter the name of the city' in 
which the client's employment is located. ' 

Block 264 - Employe r - State^ (2' characters) Enter the appropriate 2-di&it code 
^ • for the state where the* client 's em{iloynient is located. « 

Blocks 265-29^2 - Status History - Codes ^nd,Date (2-6 characters) . These items 

will be entered by the agency staff /at; the. time of closure. The appropriate 
s\tatus codes and effective dates bf/ the status changes should be entered 
sequentially as the client change!^ tatusesN:hrough , the rehabilitation 
process. The agency staff may wish to recprd status changes as they occur 
.duri^ng the process of moving a client through the various ^s teps of the 
rehabilitation process. This is ^acceptable for^eporting purposes. 
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Alabama /. « . . . .AL 

Alaska ./........ .AK 

Arizona /. yA2| 

Arkansas /.»....... .W 

California.'. . y. CA 

Colorado. . . . . / CO 

Connec ticut ./ .\ . . .-CT 

Delaware. . . / DE 

District o£^ Columbia .... .DC 

Florida. ...... . ..\ .(,. fL 

Georgia. .•/. GA 

Gytam. ... A . .GU 

Hawaii. ./. .HI 

Idaho ID 

Illinois. .......... . .*. . . . . IL 

Ind iana IN 

Iowa . Z lA 

Kansas .KS 



ATfr COEjpS 



K^t^icky. KY 

Louisiana. .lA 

-Maine; ME 

Maryland... . ^ MD 

Massachusetts ....... .MA 

Michigan MI 

Minnesota MN 

''Mississippi MS 

Missouri .MO 

Montana i . . .-v .MT 

• Nebraska ...^.NE 

Nevada NV 

New Hampshire..' NH 

New^ Jersey. .NJ 

New Mexico . . .NM 

*New York.-....'^^^^. .NY 
North CaroIinV:^. . .NC 

' North Dakota. ND 



Ohio ^ OH 

Oklahoma; .".OK 

Oregon \ .•r;;.-^OR' 

, Pennsylvania. PA 
Puerto Ri^co. .PR 

Rhode 'Island. Rl 

South Carolina. . ..... .SC 

South Dakotfa SD 

Tennessee ^ . .TN 

Texas . -.TX 

Utah i .UT 

Vermont ^ VT 

Virginia .vA ^ 

Virgin Is lands .. .TT^.V]; ' 
Washing-toi?..,. ....../... .WA 

West Virgiifxa. ...L... .WV 

^Wisconsin. WI 

Wyoming WY ' 
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S^fc" Sec No 



101 



Case^^Jumber 



102 



Act 
Code 



103 



Curr 
Stat 



104 



Ref Date 



105 



Street AddressY Box or Route 



111 



Date of Birth 



Mo Day Yr 



Sex 



Mar 
Stat 



No of 
Pep 



City 



r- 

Tot No Education 



in Fan Reg 



Voc 



Weekly 
Earn 



rot Mp 
Fam Inc 



Ref 
Src 



106 



Prim 
Spon 



107 



State 



113 



Src 
Supp 



Client name 



Las t 



108 



Zip Code 



114 



Work 
Stat 



7^ 



Phone Number 



Spn 
Si 



Race 



115 



First 



M I 



Previous or Maiden Name 



Public Ass ' t 



Type 



Mo Amt 



Time 



AFR, 



116 



Federal Programs 



MMSMAW 



PQ 



Age at 
Onset; 



SSDI 
Stat 



122 



123 



124- 



Previous Closur e 
Ind Stat iMo 



125 



126 



127 



128 



Yr 



Disability as Reported 



129 



130 



131 



Description 



Code 



Ref Outcome---Noi: Accepted 



Reas 



Ref to Mo 



Accepted fori Cost to 



132 |133|134|I35 |I36 13 7 138 



143 



144 



145 



146 



ACTION CODE : (Block^03)' ' 

1 New case, not previous ly^^recorded 

2 Revision, update or adjustment 

REFERRAL SOURCE : (Blocks 106 and 146) 
01 Schools and ■ Educational Institutions 
State Department of Vocational 
Rehabilitation 

03 Stdxe Agency for the Blind 

04 Hospitals, Sanitoriums 'and Clinics 
. . 05 ather Health Agencie8--Pub lie and 

Private, e.g., public health nurses, 
visiting nurses assoc ia t'ions , 
Veterans Administration facilities, etc. 
• 06 Private Physic'ian 

07 Workmen's Compensation (State or Federal) 

08 Public Assistances-Welfare 

09 Employment Services (State or Federal) 

10 Self, Family, or Friends 

11 Insurance Companies 

12 Employees and Trade Labor Unions 

13 Social and Family Servipe Agencies 

14 Other Governmental Agencies (federal. 

State and, Local) and Public Officials 

15 Churchep and Religious -Ins titutions 
19 Other 

PBIMARY SPONSOR : (Block ^07) 

0 Self or Family 

1 Insurance — Health. Plans 

2 Workmen's Compensation 

3 State DVR--Blind Agency 

4 Public Assistance 

5 Medicare * 

6 Associations -Foundations -Charities-Funds 

7 State Employment Agency 
. ^ 8 Free 

9 Other . * 

SEX: (Block 118) 
M Male 
F Fenvale 

MAkLTAL STATUS : (Block 119) 
. 1 Married 

2 Widowed * . 

3 Divorced ' 

4 Separated % * ^ 
. 5 Never Married 



■ 148 



149 



150 



^ SOURCE OF SUPPORT ; (Block 126) 

1 Own earnings 

2 Family and friends 

3 Public Assistance 

4 Social Security 

5. Workmen's Compensation 

6 Unemployment Benefits 

7 Private Insurance 
9 Other 

WORK STATUS : (Block 1^27) 

1 Wage or Salaried Worker-. 

Competitive Labor Market 

2 Wage or Salaried Worker- 
Sheltered- Workshop 

Self -Employed (except BEP) 
State Agency-Managed 
Business Enterprise 
Homemaker 

Unpaid Family Worker 

7 Not Working--Student 

8 Not Working--Other 

9 Trainee or Worker (Non- 

Competitive Labor Marker)^ 
Y Not Available (08, 28, 
and 30 only) 



3 
4 

5 
6 



(BEP) 



RACE: (Block 129) 



1 White 

2 Negro 

3 Indian 

4 Other 



PUBLIC ASSISTANCE-TYPE : (Block 130) 
0 None 

^ 1 Old Age Assistance (OAA) 
"2 Aid to the Blind (ATB) 

3 Aid to the Permanently and 

Totally Disabled (APTD) 

4 Aid* to Families with D^endent 

Children (AFDC) 

5 General Assistance Only 

6 AFDC in Combination with 

Other Type(8) 

7 Any Combination with Other 

Type (s) 

8 Type(8) Not Known 



PUBLIC ASSISXANCK-TInL : (block 132) 
tr Not Receiving Public Assistance 
1 Less than Six Months 
Z Six Months but less than One Year 

3 One Year but less than Two 

4 Two Years but less than Three 

5 Three Years but less than Four 
6*Four Years out less^ th*an Five 

7 Five \^ears or more 
Y Not Availal)le 

SSDI STATUS : (Block 139) 

1 Applicant-^Allowed Benefits 

2 Applicants-Denied Benefits 

3 Applicant--Status of Applicant 

Pending 

4 Not Known if Applicant 

5 Benefits- Discontinued or 

Terminated -» 

REASON NOT ACCEPTED^ (Block 145) 

01 Unable to locate or moved'' 

02 Handicap too severe 

03 Refused services or turther 

services 

04 Transfer or referral to State 

DVR or .blind agency for services 
@5 Transfer or >referral to another 
agency for services 
Insufficient funds from fund.ing 
source 

07 Client, ini t itu t iona lized 

08 Failure td cooperate 

09 Chronic ab\^enteeism 

10 Death 

11 Illness or Viospitalization 

12 Lack of app|ropriate transporta 

t ion 

13 Lack of moti\?ation 
19 Other 



06 



'4 



d * Effective -Date 
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INSTRUCTIONS FOR COMPLETING. PArV II - SERVICES TO CLIENTS 

The financial information required -to complete Part II of Form 72IR-- 
Services to Clients can be obtained by keepi^ng accurate records of services 
rendered to clients'. This process can be simplified through. the use of the 
acc^^mpanying instructions and worksheet which deal with computation o^ co«ts 
and determination of units of service. 

It is r^pmended that the worksheet be complete4 on a weekly basis for 
■ each ciienPVeceiving services from the facility,. A worksheet should be . included 
in the client 'js case folder so that entries can be made by the counselor and/or 
3ther staff workitil^S^ith the client. When the client completes the rehabiUta- 
tion process or is terminated from the program, cost data and units of service 
should be. transferred- from the worksheets to Form 721R and this form can^be for- 
warded to the Data Processing Center to update' the ^^nt**Y~^le . The work- 
sheets can be retained in the client's folder as part of the peVmanent recocd 
or they can be discarded once the information is transferred to Form 721Ri 

A. DESCRIPTION OF THE WORKSHEET ^ " 

I, 

SERVICE CATEGORIES - The categories of service on the worksheet are identical 
to those listed on Form 7_21R. Block numbers on the worksheet refer to specific 
blocks where the services are located on Form 721R. >A cqjpplete description of 
each category of service can be found in the Client Record System Mamal, pages 



17-21. 




EXPENSE CATEGORIES - Six expense categories are listed on the worksheet to 
allocate the actual service costs to the proper source of the expense. 
^) Salaries to Prof ess- ionql Staff — Included in this categpry areg costs of 
salaries pal,d to those employees of the facility, either part-time or full-time, 
who have a vocation generally recognized by universities and colleges as requirinj 



special training Leading to a degrfee (distinct from the' usual degrees in arts and 
sci'ences), requiring principally mental rather than manual or artistic labor or • 
skills for .its successful production, recognizing the duty of public service, and 

. /. ft,- 

having a code of ethics gene'rally accepted as binding upon its' members (psycholo- 
gists, socdai workers, therapists , 'counselors , etc.). Senior staff or executive 
staff members who exercise professional skills in their contacts with clients and 
who are rendering direct service to clients should also be -included 'in this expense 
category. Fringe benefits for professional staff members should not be included in 
. the cos'ts of salaries. 

2) . Salaries or Wages to Supervisory Staff Included are costs of salaJies or 
wages paid' to employee's who spend the majority of their time in training or super- 
vision of others, but are not part of the senior staff or do not qualify as pro- 
fessional staff. Fringe benefits for supervisory staff members should not .be — 
included in the costs of' salaries or wages. 

3) Wages to Clients Included are the 'costs of salaries or wages paid to clients 
|or their productive e'f forts while undergoing evaluation, treatiient, work adjust- 
ment; training, or other rehabilitation services. Fringe benefits for cliehts 
should not be included in the costs of salaries'or wages. 

'NOTE: The definition of. a client is: Any person "needing evaluation, .training, 

treatment, or placement services in a,««7©srkshop or rehabilitation facility. 

.4) Professional ^ees - Included are the costs of fees and expenses of profes- . 

sional practitioners and consultants whose services, purchased in whole or in. 

part, are for a particular cli^t or patient for his individual needs. This 



category of expenses includes only those fees from professionals who are not 
members of rehabilitation facility staff. 

5) testing Fees — Included are the costs of tests, testing technicians, testing - 
,fees and. test analyses purchased in whole or in part for a particular client or 
, patient. This category includes only those testing fees from 'technicians who are 
not members of the rehabilitation facility staff. 
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^) Other Expenses IncLujied are expenses such as cost of equipment, medicine, 
prosthetjtc appliances, food, clothing, etc., purchased in whole or in part for 
a particular client or patient and. which cannot be placed in one of the other 
specific expense categories. 

When an expense is incurred for a particular client, the first step in 
properly recording the cost is to determine to which of the service categpries 
the expense should be attributed. After this determination, it is necessary to 
record the cost under the appropr iatef expense category which best describes the 
nature of the service cost. This process continues until the client has completed 
the rehabilitation process or is otherwise terminated from the program. 
B. COMPUTATIQfJ OF SERVICE COST .. ' ' 

The procedures for colnputing service costs vary according to the nature of 
the expense. In general, the determination of wages to clients, professional fees 
and testing fees involve usual accounting procedures, ^i.e., computing the -costs 
from payroll records and from invoices and bills f rouu-pl^f essionals for servic^""^"' 
rendered to clients. TKe determination t)f costs w*hich involve salaries to pro- 
fessional staff and salaries or wages to supervisory staff require somewhat 
different procedures and techniques. Each of tlje expense' categories is discussed 

^ ^ ■ * . 

below with appropriate examples t;o illustrate the step-by-step procedures for ' 
computing service costs. 
) ^) Salaries to Frofesisional Staff The very nature of the term "professional" 
implies that s^vices are rendered to clients on an individualized basis. 
Physicians, social workers, physical therapists, etc., generally provide services 
during treatment, evaluation, or counseling sessions which are often scheduled in 
advance. 

NOTE : The amount of time which the professional spends with the client is the 
.basis for determining the cost of the professional services rendered to 
that particular client. 

P 

When the professional is a salaried member of the staff, the firs t^ step in 



^ *" • 

computing the cost of services he provides ta a client is to determine' tte ' . 
hourly rate that the prof essional receives in salary. As^iiming a AO-hour woi:k> 

week and a 52-week work year, one man-year of work totals hours. It is a 

i 

simple procedure td divide the annual salary by 2080 hours to obtain the profes- 
sional's hourly rate of pay. For exaniple, a physical therapist whose annual 
salary is^,360 receives -$4.50 an hour in salary ($9,360 ^ 2080 = $4.5Q per hou-r) . 

The second step requires that each professional staff member maintain an 
accurate record of the amount of time he or she spends directly wt>rking \^ith the 
client in a professional capacity (counseling, instructing, testing-, evaluating^ 
etc.). It is recommended that units of time be recorded in hours and quarters of 
hours. - The professional should also record the amount of time spent in providing 
indirect service to th"e client. Indir'ecU. service, as opposed to direct service, 
does not involve personal contact with the client. 'Examples of indirect service 
include the staff psychologist discussing with the oocUpational theraf>ist about 
a client's emotional problems, or a social worker discussing with the clj;Jent's 
immediate family abdut possible work-rel3ted problems that may occur when the ^ 
client enters ^competitive employment. Analysis and evaluation of repojts, report 
writing concerning particular clients and other related activities are al^o part 
of the indirect services rendered to clients. 

' The finaj^step in the process requires that the number of hours of direct 
and indirect service be added together to obtain the total nlJlmber^G^ ^hours of 
service provided to the client. This figure is then multiplied by the hourly 
rate of pay to obtain the total cost of services rendered by the professional 
staff member. r'; 
GROUP ACTIVITIES 

In the event that several clients receive services from a professional in 

a group setting, it is necessary- to modify step, one in the computation of costs. 

'J 

•Ehe hourly rate of pay is determined as before (annual salary -5- 2080 hoars). 
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This, hourly^rate is then divid^^y the number of clients in the group and the 
resulting dollar figure is muLtiplied by the number of hours! of service received 
by the client in the group situation. It should be evident that these procedures 
for computing costs in a group setting can only be applied when the professional 
is dealing directly with the client, i.e., direct service. Because of the variety 
found among service delivery systems, ;^t may be necessary to modify these guide- 
' lines to fit different or unique situations. The following examples will illus- 
trate how these guidelines can be used to determine cost data for clients when 

the services are provided. by professionals on the facility staff. 

/ 

Example 1 During the work week. Client A has received three sessions of 
physical therapy, each Session lasting approximately 45 minutes.' In addition, 
the vocational counselor Jias spent two hours with Client A ifi a counseling- 
interaction regarding the development of sound work habits and has spent approxi- 
;.mately 1^ hours with the physical therapist discussing Client A's progress. What 
are the costs of these services prgvided by the professional staff during the 
work week? ' 



ERIC 



The physical therapist has an hourly rate of $4.50 ($9,360 2080 hours) and 
for the vocational counselor it is $4.00 per hour ($8,320 -r 2080 hours). After 
determining these hourly rates, the next step requires that the number of hours . 
of direct and indirect service be computed for each professional. 

Direct Indirect Total Hour,g 

~^~Physi"c"^l Therapist at $4.50: 2 Hrs 15 l^lin 1 Hr 30 Mxn 3 Hrs 45 Min 

. Vocational Counselor at $4.00: 2 Hrs 1 Hr 30 Min 3 Hrs 30 Min 

The final step involves multiplying the hourly rate by the number of hours 
and fractions thereof of service provided by the professional. ^ '^^v 

Physical Therapist: $4.50 x 3 3/4 Hrs = $16.88 

» 

Vocational Counselor: $4.00 x 3 1/2 Hrs — $14.00 

^(It_is reconmiended_that the resulting dollar figures be rounded to the nearest 
dollar." Therefore, the $16.88 is recorded oti^he worksheet as $17.00.) 
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^ The $17.00 cost would be recorded in the service category "Physical Therapy" 

and under the expense category "Salaries to Professional Staff." The $14.00 cost 

would also be entered under "Salaries to .Professional Staff", but in the service 

^ •■ . ■ ■ 

category "Work Adjustment'!. 

Example 2 Xhe staff psychologist has decided that group therapy would be the 
most effective treatment for Client B. During the work week, the psychologist 
has held two group sessions with Client B, each session lasting one hour ^^ith 
four clients at the first session and three at the second. At the conclusion of 
the second group session. Client b' was individually counseled by the psychologist 
for approximately one half hour. ^ .' ^ ■ 

The sta'ff psychologist has an* annual salary of $13,520. His hour lyr ate is 
$6.50 ($13,520 ^ 2080 hours). ^ The second step requires that the number of hours 
**and fractions thereof be' distributed between direct and indirect service. In 
this example, all of the service was provided directly to the client. Because 
Client B received services in a group setting, it is. necessary to divide the 
ps.ychologist 's hourly rate by the number o& clients in the group to obtain an 
accurate cost per hour of service. 

Session 1: $6.50/Hr ^ 4 clients = $1.63/Client Hour 
Session 2: $6.50/Hr ^ 3 clients =$2. 17/Client Hour ' ' 
The computation can now be made regarding the total cost of services for 
' Client B. 

» 

Psychologist at $1.63 x 1 hour = $1.63 

Psychologist at $2.17 x 1 hour =.$2.17 

Psychologist at $6.50 x ^ hour = $3.25 ... 

Total $7.05 

This figure is rounded to the nearest dollar and j^nCered on the worksheet 

as $7.00 for service category "Psychological Services" under the expense category 

> 

"Salaries to Professional Staff." ' . / * 
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The rendering of services in a group setting is a common. occurrence in^nost 
rehabilitation facilities. Categories of service such as recreational/social 
activities, educational ^servicfes , and day care services, are those mos.t likely 
to .require the group computational techniques. In al^ instances the techniques 
described in example 2, above, can be applied to obtain costs of services. 
^) Salaries and Wages to Supervisory Staff The procedures for determining the 
rehabilitation costs of supervisory staff must take into account the fact that 
certain portipns of th^ supervisor's time are spent in -production activities, and 



at^' other times he is providing direct rehabilitation services to cKentSy/ This 
IS particularly true when the supervision relates to vocational skill training or 
work adjustment activities for clients. .A supervisor may spend a considerable 
amount of, tifne providing a client with informal training and counselling during 
the work week. These rehabilitation services are not immediately evident . because 
they do not require a formal break from production operations for the cliei^t^'or 
for the. supervisor. However, the cost of these rehabilitation services provided 
by the supervisory staff mu&t be determined in order to maintain an accurate record 
of the services rendered to clients. - . " , . 

The procedures for determining the cost of rehabilitation services in relation 
to supervisory staff salaries involve several new terms and computational tech- 
niques, i.e., rehabilitation reciprocal, Rehabilitation hours, supervision hours 
and rehabilitation multiplier. , ^ • ' 

a) Rehabilitation reciprocal This term refers to the percentage of 
activity or services which are provided, to a client so that he can achieve normal 
production standards. There are. basically two meth^^ds for determining the rehabili- 
tation reciprocal. The first method cah be employed if a determination has been 
made as to the client's work. produc tivity and a wage and hour exemption based on 

productivity has been issued. The second method is employed when the client's 

* 4/^ ■ , 
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productivity has not been established. ^ Of ten in these instances a client receives 

a financial subsidy from the sponsoring agency (state DVR, for example) which 

covers the period of training and/or instruction. The basis for . determining 

the rehabilitation reciprocal under these conditions involves relating the minimum 

wage or the prevailing local wage rite for similar work to the hourly rate the ^ 
** • - ' ^- I ■ 

, * ■ ^ ^ . ^ J 

client receives, in wage payment pr^ubs^idy. If a client receives a. subsidyj^ or 

• ■ • • ' I ' 

payment of $.60 an hour while in training and the prevailing local wage rate is . 
$1.60 for similar work, the client's work productivity is 37.5% ($.60 -j. $1.60 = 37.57o) 
Either method will provide the necessary percentage of work productivity for a client 
which is the basis foi* computing the rehabilitation ^reciprocal. 

The rehabilitation rec^iprocal is obtained by subtracting the p'ercentage of 
client work productivity, from 100. For ^ample, if a client ' s* produc(:ivity is 
37.5%, the rehabilitatioa reciprocal is 62.5% QOO -37 . 5% = 62 . 5%) . This figure 
represents the percentage of activity or services that must be provided to a client 
in order for him to reach normal productivity. 

b) Rehabilitation hours This term refers to the number of hours during the 
wo;"k week that the supervisor is providing rehabilitation • services to the client. 

Rehabilitation hours are obtained by multiplying the rehabilitation reciprocal by 
the number 'Of hours <Iuring thk we^ that the^ client received/ supervision. For 
example. Client A worked 40 hours during the week and received supervisioi) for. 
the 40-hour .work week period. The rehabilitation reciprocal for Client A is 
35%- (.35). The number of rehabilitation hours for the work week is 14. 
40^ hours .35 = 14 rehabilitation hours 
It is important to^ remember that clients may not always receive 40 hours of ^"^"^^ 

'superyisipn during the week. If a client is receiving direct professional services 
(counseling, testing, medical treatment, etc.), the number of hours of direct service 

raust.be subtracted from the total number of hours of supervision. 
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c) Supervision hours — This term refers to'the total number of hours that 
. the supervispr expends during the work week in supervision 'of clients. Super- 
vision hours are determined by adding together, the number of hours of supervision 
received by- each client for a particular supervisory employee. For example, if 
Supervisor A has three clients under his direction and each of the three receives 
, 40 hours of supervision during the week, the total number of supervision ^ours 
during the work week for Supervisor A is 120 (40 hours + 40 hours + 4o' hours). 

^) Rehabilitation multiplier — This term refers to the figure which is 
obtained when the-, number of rehabilitation hours for a particular client is divided 
by the total number of supervision hours for his particulai^ supervisor. The 
resultant n^umber, the rehabilitation multiplier, is piltip lied ^by the supervisor's 
weekly salary. The dollar figure obtained is placed on the wbrksheet 'as, the' 
^ rehabilitation; cost under suj^ervisory staff salaries in the apprcl^riate service 
■category. The fallowing example illustrates' how the rehabilitation multiplier is 
obtained and used to determine sejrvice cos~ts. ^ ' ' - - 

During the workweek. Client B has received 8.0 rehabilitatidn, hours of 
service. His supervisor^as five clients including Client B under his direction 
and all five clients received 40 hours of . supexvis ion during the. week. Therefore, 
• the total number of supervision hours for Client B's s.uperv isoK^^^^Tl^ hours 

^^"^^ ^ ^ clients =^200 supervision hours). The rehabilitation multiplier is 
obtained by dividing 8.0 rehaJjilitatioH hours by .200 supervision hours, or .04.' ' 
This number, .04, is then multiplied by the supervisor's weekly salary which is 
^ $150 and the resulting dollar figure ($6.00). is ent-ered on the worksheet in the 
appropriate service category unde^r:j;s:^laries to Supervisory/staf f " aslone of the 
rehabilitation service costs during the work week for Client B. ' ' 

The following example is provided to show h'ow various situations are dealt 
with .in computing supervisory staff salaries in relation to individual clienj: costs. 
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Example 3 Mr^, Jones supervises^ four diients in the worksllop for the given work 
week. Client A. is 60% productive, Client B iS' 50% productive, Client, C is ' 
35% productive, and piient D i& 40% productivie. ■ 

V > '• - . / • 

Sa:EP 1 requires that the ^ffehabilitation Feci)f)rocal be computed for each 

client under tfee direction of Mr. Jones. The rehabilitation reciprocal 

for Client A is 40% (100-60%== 40%) ; / f or Client B, 50% (100 -50%= 50%); 

. ^ ' ^ . 

for Client C, 65% (100 ^S^T- 65%);f^nd for Client D, 60% (100 -40% 60%) . 
^^^^ ^ invplves dete-rmijiing th^ number of rehabiliLation hours for eagh client. 
Client A work^ only 32 hours during the week. Th'erefore, Client A has ' 
received .12. 8 rehabilitation hours (.40 x- 32 hour? = 12.8 rehabilitation - 
hours) Client B has worked' 24 hours during the week and h.ds received 
^12.0 rehabilitation hour's (.50 x 24 hou^s = 12 .0 rehabilitation hours)-. 
^ Client C worked a complete 40'. hour week and he received, z'e.O rehabilita-.sj^ 

tion ffSuxs (.65 X 40 hours = 26.0 rehabilitation hg^r^- ClienfD also' 
.worked 40 hours for a total of 24.0 rehabilitation hours (.66 x 40 hours 
-^24.0 rehabilitation hours). / 

^ requires that the total number of supervision hours for Mr. Jones be 
computed. Cl^^ient A was supervised for 32 hours, Client B for"24 hou^s , 
Clierit C for 40 hours, and Client D for 40 hours. The total nuWr of 
supervision hours for Mr. Jones irT3B-(S2Jiiours^ + 2'4 hours + 40 hours + , 
40 hours = 136 hours). 

•STEP 4, involves- -the deter^tttition of the rehabilitaticm multiplier for each 
client and then multiplying this figure by- tl^e supervisor's weekly f'- 
salary to obtain the dollar cost for the clients under his supervision. 

Client A received 12.8 hours of rehabilitation. The rehabilitation 

.1 

multiplier for Client A is .094 (12.8 rehabilitatioffi -hours* -s- 136 super- 
visipn hours = .094). Client B received 12.0 rehabilitation hours aJid 
the rehabilitation multiplier is .088 (12.0 rehabilitation hours -5. 136 



Supervision hours = %088). The rehabilitation imltiplier for Client C 
is .191 (Z6.0 rehabilitation hour^ -^136 supervision hours = .191), and 

./ ' for Client D, it is ;176 (24.0 rehabilitation hours .136 supervisg.on 

.' ' . ■ • ' * ' ^ . 

hours = 176) . - , * * . 

/ • ' ^ ^ • - ■ , . ^ ' c 

The final step requires that the rehabilitation multiplier for eachv ^ 

client be multiplied by Mr. Jones' weekly salary which is'^'$150, to obtain 

■* ' • * ' ' 

-tbe costs of rehabilitation services. " . . , 

Client ^^ - .094 X $150 = $14.10 or $14*00 • ^ 

^ Client B - .08fix. $15Q= $13.20 or $13.00 • . . ' , 

Client C - .191 x $150= $28.65 or $29.00 ' 

-Client D - .176 x $150= $26.40 or '$26.00 " , 

(The resulting dollar figures" should he Wounded 'to ^he nearest 
doll-ar . ) . ' ^ 
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These ^dollar amounts are then entered on the client's worksheet in bhe 
appropriate service category^ under expense category "Salaries to Super 
visory Staff."* ' ^ 

3) Wages to Clients Wages paid to clients for tfteir productive efforts while 
ffe^iving services (evaluation, work ^adjustment, training, etc) constitute a. 
Rehabilitation post to an ag^cy.- Vocational rehabilitation u&es /work as' a 
vehicle to train and prepare clients for employment in thg competitive labor 
market. In certain iiistancps, Lclient is unable to effectively compete for. 
employment because' of his. disabilities and consequently he remains within the 
sheltered workshop 'as a shelterted |emplo-»ee . ^ - 

When a client's status chang^" to that of "s|^eltered employee," wages 'paid 
to him should not be reported as parf^afttTi rehabilitation costs since the , 
individual is no longer receiving rehajjllita^on services. This individual is 



Q 



not a client. according to the definition f'diind in the USERS Manual fo.r Financial 
Records . " . ' • - 



-76- 



Determining the amount of wages paid to a client for his productive efforts 
is a^relatively simple matter of reviewing the payroll statements and recording 
the appropriate w/g^ amouiit in the proper serj^^ice category. It is recommended that 
wages to clients be accumulated gn a weekly basis. ^ ^ • . 

Professio nal Fees. Determining the cost of professional fees for individual 
clients ts based on Ihe "fee-for-service principle which' is familiar to most, if not 

all, of the staff in the rehabilitation facility. Jne^luded in this category^of 

* '■ 

expenses are the costs of fees and expenses of -prof essional practitioners and con- 
sultants whose services are purchased by the "agency for a partjbcular cj.ient Ibr 
his individual needs. If the profess^nal is a member of the staff, rehabilitation 
costs are determined according to the procedures in item 1, Salari^ to Professional 
Staff, discussed above. The following example 'illustrates t^w the cost of profes- 
sional fees is determined. , -» ' a ^ 

- . Client K is in need of a complete jnedical examination and evaluation to ' " i 



determinenEBe extent of her particular hancUcap. The relt^bilitation^f acili^T^es 

not employ a doctor on the. staff and it >is necessary to purchase this professional 

' - ■ ' ' ''''' 

service-on a fee Wasis. The., 'fee for ^ complete medical-^ examination/evaluation is 

• " " , ■ " ' " ' \ 

$125 an| this servi^'e is -purchased from a physician familiar to the rehabilitation 
counselor. Uifdef the /articular arrangement, the physician's feb ($125) is sent 
to the rehabi^'^ioflj^ility fcr payment. T^is rehabilitation cost should be 

\ ' ' \ ^ ■ i 

entered utvdejr service ^ category ^^madical evaluation'* in ihe expanse -category' 
"professions?!^ fees^" 
5) Test-lng .Fees This expense category includes the cos.ts of tests, testing ' 
technifix^ns, t^slting fees and test Analyses which are purchased by ^e agency for '" 
a pa>ticuiaf^^clieiit> Jh general, theSe rehabilitation costs are pn a fee-for- 
service b'a^.i^'^6'h--like the item described 'above. Professional Fees. For this 

ft / ' 

partidarlaC expense,, category, however, the c6sts that are recorded mist relate to 



br be part. of the testing process itself. 

For examplei^ if a client requires a complete psychological evaluation, the ^ 
various -costs related to this service often include testing technicians and test 
analysis, m addition to the services of a professional psychologist. If these 
services^are purchased by the agency for a client, the* costs for a complete 
psychological evaluation are distributed according to the nature of the expense,' 
i.e., the category "professional fees" for the services of the psychologist who 
interviews the client and determines which tests are appropriate *and the expense 
category "testing fees" for the services of technicians who administer and 
analyze the psychological tests. 

In the event the agency employs a psychologist and/or testing. technicians on 
the staff, determination of the rehabilitation costs follow' the procedures outlined 
in item 1, above. Salaries to Prof essional Staff . 



na^ 



— 6)--- Qthe4: expense^, This category, w^ch may also be termed miscellaneous 
expenses, includes all other costs that cannot be appropriately placed in one of 
the five preceding expense categories. Exf)ense items for g^articular client, 
such as food, clothing, medicine, pros thetic* appliances , equipment, tldu sing, -trans- 
portatiofi, wage supplements, and materials should be recorded under this particular 
expense category for the appropriate category of services. ^ 
.C. DETERMINATION OF U^ITS OF SERVICE ^^ 

The basis for computing the units of service is the number of hours of service 
provided to the client.^ In most instances, the process of computing service costs 
for salaries and wages to professional and supervisory staff will al<so provide the 
number of hours of service received by the client. Services for which costs are 
recotded under expense categories 'V^ages to clients," "professional fees," and 
"testing fees" also require that units be determined on the number of . hours received 
by the client. In the case of wages to client-s, the^number. of hours of work for 
which wages are paid. is the numbfer of. unit^s/xecorded. Professional fees and testing 

-78- : ■/ • 



fees- are treated similarly in that the number of hours of testing and consulta- 
tion equal the number of units recorded. 

Orfe hour of service is equivalent to ^e unit of service, with increments 
of three quarter hours ^ one half hour, and one quarter hour equal to three quarter 
units, one half unit, and one quarter unit, respectively. Fractions of units can 
be reported on the form as decimals or as fractions, i.e., .75 or' 3/4^ .50 or -1/2, 
-and .25 or 1/4.' 

• Certa^p types of services such as medication, food, clothing, prosthetic 
■appliances, transportatiorP, etc., do not require recording' units of service pince 
they do <>not involve hours of service. These .services which do not require compu- 
tation of units are indicated on the worksheet and in the- Client Record System 
^manual. Costs associated with these^rvices are recorded under expense category 
"other expenses" on the worksheet 
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CLIENT RECORD SYSTEM 



KEYPUNCH INSTRUCTIONS 



The Client Record System data can be puriched from two different fo/m 
types. Form Type L is known as the Long version which inc-Ludes- Client 
Record Form 72LRX and 72LR. Form Type 2 is known as the short version! 
The common features found in both versions are^^, the "card ' code , update code 
and the cas« number. The unique features between the two Versions are as* 
follows: ' 

Card Code ; . ' . ' , 

Long version = A to M only (corresponding to Forms 7/1RX 
> ^ ^ and 72 IR) 

Short version = X onXy 



Update Code ; / 

Long version = A, C D only 



Short version == C"i5r7D~orrry""r 



Block Number 



Long version = Block numt^ers are pre-printed on the forms, 
but are n6t puriched on the cards. ^ The block 
number identifies which ca^d columns to punch 
the data in. 



Short version >= 



Block number (s) are punched on each card. If 
it is an Update Code of "C", only one block 
number per card followed by the data, 'if if 
is an Update Code of "D'^ frdm^pne to twenty-' 
two block numbers per card. 



card 



The following is a detailed description of the long version by 
code: 
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Client Record Sjis-tem - Keypunch Ins crujc cions 



Block Number - Field Name 



Card Col. 



Data Format 



A 
A 

A 
A 



\ 

102 
101 
' 103 
104 
100 
106 
105 
108 



109 
110 
107 
116 



- Card Code 

- Upda&e Code 

- Case Number 

- Social Security Np. 

- Action Code ' 

- Current Status 

- Effective Date 

- Referral Source 

- Referral Date 

- Las t Name 



- First Name 

- Middle Initial 

- Prima^ry Sponsor 

- Previous or Maiden Name 



1 

S 2. 
3-12 

- 13-21 
• 22 

- 23-24 
-- 25-30 

- 31-32 

- 33-v38 
-• 39-54 

- 55-61 

•"-62 

- 63-64 

- 65-80 



A 

A/C/D 
Numeric 
Numeric 
" 1/2 
Numeric 
MM/DD/YY 
0L to 19 
MM/DD/YY 
Alpha 



Alpha 
►Alphst 
0 to 9 
Alpha 



* 102 

A 111 

A 112 

A 113 

A 114 
115 



Card Code 
Update Code 
Case Number 
Street Address 
City 

Stade^ Code 

Zip Code 
Phone Number 




52-56 ^ 
57-66 



See attached 
'Sheet for cod 

Numeric 

Numeric 



ERIC 
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Client Record System - Keypunch 'Instructions 



Block Number 


^ Field Name 


- Card Col- - 


Data Format 






- Card Code 


I 








- Update Code 


2 


.A/.C/D' 






- Case, Number 


- 3-12 


Numeric 


A 


1 1 7 V 

ii / \ 

o 


- Date of Birth - 


- 13-18 , - 


^ MM/DD/YY 


A 




- Sex 


- ./^^ 19. 


F/M „ . 




1 1 Q 


- Marital- Status 


- 20 , - 


1 to 5 


1 


120 


- No. o^f Dependents 


- 21-22 


Numeric' 




1 9 1 


- Total in Faij^ly 


- 23-24 


Numeric 




ill 


- Regular Education 


- 25-26 - 


01 to 12 or XX 






- Vocational Education 


,- • 27-28 


00 to 12^ 




124 


- Weekly^Earnin^s 


29-31 


000 to 999 




o 

126 


- Family Income , ' ^ 

- Source of Support 


1 

32-35' ' - 

'3 6 " ' - 


^0000 to 9959 
1 to 9 ^ 




127 


- Work Status . - 


, 37 


1 'to 9 or Y 




128 


- Spanish e Surname « 


38 


YN ^ .' .'^ 




i4y 

130 


Race.-- 

- Public Assistance ' 

Type ^ 

i *i " ■• 


-39- „ - 
- ; 40-41 


1-4,. ^ \ 
0-8 4 




i J i 


- Public Assistance 
rionc.niy Amount 


- ■ 42-44^ 


Numeric ^ , 




132 


ruDiic Assistance — 
Time 


45-' 


0-7, Y ' ' 




133 


- Federal* Program AFR 


-^^6 


Blank or- X 




134 


- Federal Prj^gram MM6 • ^ 


47 - - 


Blank or X 




135 


- Federal Program MAW 


48 , - 


Blank or'°X 



136 - Federal [program PC 



. 49 



Blank sDr X 



Client Record System - Keypunch Instructions 



Block Number - Field Name 



" Card Col. - Data Format 



137^ 



138 



102 
139 
14a^ 
141 

•I 

142 

A 143 
144 

145 

146 

147 
148 
149 
150 



- Federal Program WIN 

- Age at ^Qnset 

- Card Code 

- Update Code 

- Case Number 
SSDI Stat|Lis 

- Previous Closure - IND 



- BreviQus Closu, 
SlATUb 



- Previous Closure - 

DATE ^ 

- Disability as Reported 

- Disability Code 



Referral Outcome Not 
Accepted - Reason 

Referral Outcome Not 
Accepted - Referred to 



- Referral Outcome Not 

Accepted - Date . 

Accepted for Extended 
Evaluation ^ 

- Accepted for Rehabili- 

tation Service 



Co^^^ to Agency 



50 

- 51-52 

1 
2 

3- 12 
13 
14 

- 15-16 

- Tf-20 

- 21-37 

- 38-40 

- 41-42 

- 43-44 

- 45-50 

■5l" 

-• ■ 5^ 

- 53-55 



Blank or X 

■^Numeric ■ 

D 

A/C/D 
Numeric 

1-5 
Y/N/X ' 

08,26,-28^or" 30 

MM/YY 
Alpha 

See attached 
♦ sheet for code 

01-19 



5ee attached 
sheet for code 



MM/DD/YY 

- X.ot Blank 

- X or Blank' 

- Numeric 
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Client Record System - Keypunch rnstfuction.s 



\ 



Block Numbei 



Field Name 



- Card Col. - Data Fermat 



102 
151 
152 

153 
154 

156 
.157 



Car^ Code 
Update Code 
Case Number 

- Friipary Disability 

- Primary Disability « 
. Code 

- Secondary Disability 

■> 

- Secondary Disability 

Code 

" Vocational Objective 

- D,0,T. Code 



3^12 



- 13-29 

- 30-32 

- 33-49 

\ 

- 50-52 

- 53-71. 

- 72-75 ■ 



A/C/D 
Numeric 
Alpha 



See attached 
sheet for code 



Alpha 



See attached 
sheet for code 

Alpha 

See attached 
sheet for code 



155 



- Multiple Disabilities 



76 

r 



« Numeric 



1^2 



158 

159 
160 

161 
162 
163 



- Card Code 

- Update Code 

- .Case Number 

- Psychological Evalu- 

ation - Cost 

^ f : r 

- Psych. Eval, - Unit\ 

- Psych. Eval. - 

Indicator 

- Medical Eval. - Cost 
Medical Eval, - Unit 

- Med, Eval. - Indicato^r 



1. - F 
' 2 - A/C/D 



3-12 ' 

13-16 
17-19 

20 
2^1-24 
25-27 

28 . 



Numeric 

Numeric 

Numer^j-c 

1-5 
Numeric 
Numeric 
•1-5/ 
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Client Record System - Keypunch Instructions 

■ 

Block Number - Field Name 



Card Col. - Data Format 



164 


- 


Vocational Evaluation - Cost 


29 


-32 


- Numer ic 


165 


- 


Vocational Evaluation - Unit 


33 


-35 


1-5 


166 


- 


Vocational Eval. - Indicator 




36?^ 


- Numeric 


167 


- 


Other Eval^tion - Cost 


37 


-40 


- Numeric 


168 




Other EvaTu^ion - Unit 


41 


-43 


- Numeric 


16.9 ■ 


- 


Other Eyal. r Indicator 




44 


- 1-5 


170 




Physical Evaluation - Cost 


45- 


-48 


- Numeric 


171- 


- 


Physical Evaluation - \Jnit 


49- 


-51 


- Numeric 


172 


— 


Physical Eval. - Indicator 




52 


1^5 


173 


- 


r 

Occupational Evaluatiqn - Cost - 


53- 


•56 


- Numeric 


174 


- 


Occupational Evaluation - Unit - - 


57- 


•59 


- Numeric 


175 


- 


Occupatiional Eval. Indicator - 




60 


1-5 


176 


- 


Speech & Hearing - Cost 


61- 


64 


- Numeric 


177 




Speech & Hearing - Unit 


65- 


67 


- Numeric 


178 




Speech & Hearing - Indicator 




68 


- . 1-5 


179 




Medical Services - Cost 


69- 


7^ 


- Numeric 


180 




Medical Services -Unit 


73- 


75 


- Numeric 


181 




Medical Services - Indicator 
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1-5 




- Card Code • - \ 

- Update Code /• , - 2 
o 102 " Case Number t,. 3-12 

182 - Psychological Services - Cost - 13-16 

^183 - Psych. Services - Unit- - 17-19 

184 - Psych. Services - Indicator - 20 



- \ G 

- A/C/D 

- Numeric 
- ' Numeric 

- Numeric 

1-5 



ERIC 



Client Record System - Keypunch Instructions 



Block Number - Field Name 



Card Co l. 
J 



- Data Format 



185 
186 
187 
J.88 
189 
190 
191 
192 
193 
194 
195 

197 

198 
199 



200 



202 
203 
204 



205 } 



206 



4 ,r 



- Nursing Services -^Cost * - 21-24 

- Nursing Services Unit - ^ 25-27 

- Nursing Services" - Indicator 28. 

- Dental Services - Cost , - 29-32 

- Dental Services - UnitT - 33-35 

- Dental Services - Indicator - 36 ' 

- Social Services - Cost - 37-40 

- Social Services - Unit 41-43* 

- Social Services - Indicator - 44 

- Medication - Cost - 45-48 

- Medication - Indicator - 49 

- Prosthetic Appliances - Cost - 50-53 

A 

- Prosthetic Appliances - 

Indicator - * 54 

- Work Adjustment - Cost .- 55-58 

- Work Adjustment - Unit - 59-61 

- Work Adjustment - Indicator. - 62 

- Vocational Skill Training - 

Cost - 63-66 

- Voc. Skill Trng. - Unit ^ - 67-69 

- Voc. Skill Trng. - Indicator - 70 

- College/University - Cost - 71-74 

- College/University - Unit • - 75-77 

- ' 78 



•^-Y^olljege/Univ. - Indicator 



- Numeric 

- Numerico 

1-5 

- Numeric 

- Numeric 

- ' '1-5 

- Numeric 

- Numeric 

- Numeric 

1-5 

- Numeric 

1-5 . 

- Numeric 

- Numeric 

1-5 

- Numeric 

- Numeric 

- 1-5 

- Numeric 

- Numeric 
^ 1-5 



• 5 . * 

Client Record System - I^eypunch' Instructions 



Block^ Number - Field Name 


V 


, - Card Col. - Data Format 


If • 9 



102 

207. 

208 

209 

210 

21l' 

212 

213 

214 

215 

216 

217 

218 

219 

220 

221 

222 

223 

224 

225 

226 

227 



4 



• Card Code 

• -Update Cod 

• Case Number 

' Business School/ColTege - Cost 

• Bus. School/College - Unit 

' Bus. School/Coll. -Indicator - 
Vocational School - Cost 
Vocational School - Unit 
Vocational School - Indicator 
Miscellaneous Training - Cost - 
^isc. Training - Unit » 
Misc. Training - indicator 

^ Housing - Cost 
Housing'- Indicator 
Food - Cost ' 
Food - Indicator^ 
Transportation - Cost 
Transportation - Indicator 
Clothing - Cost 
Clothing '- Indicator 
Wage Supplements - Cost 

Wage Supplements - Indicator 

f 

Materials - Cost 
Materials - Ihds^ator 



n 



■ 1 - H 

2 ^ A/C/D ^ 0 

3-12 - Numeric « . 

l^;^jL^ - Numeric 

17-19 - Numeric 

20 - 1-5^ 

21-24 Numeric 

25-27 - Numeric 

28 - 1-5 

29-32 - Numeric 

3^35 - Numeric 

36 ' - 1-5 

37-40 - Numeric 

41 - 1-5 ' 

r 

42-45 ^ Numeric 

46 -//.'fl-5 

47-50 - Numeric 

51 - - 1-5 

2-55 - Numeric 

\ 56 - 1-5 ■ \ 

57-60 - Numeric 

61 - 1-5 

62-65 - Numeric 

66 - 1-5. • 



ERIC 
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Client Record System - Keypunch Instructions 



Block Number - Field Name 



- Card Col. 5* Data Format 



228 
230 



- Placement Services - Cost 
^ 'PLacTement Services* - Unit 
-Placement Svcs. - Indicator 



67-70 - Numeric 
71-73 - Numeric 
74 - . 1-5 



- Card Code . . - 1 

- Update - 2 - A/C/D 
102 - Case Number - 3-12 - Numeric 
23l - Recre/Social Activities^ - Cost - 13-16, Numeric 

-2^2 - Recre/Social Activities - Unit - 17--19. - Numeric 

233 , - Recre/Social Act. - Indicator .- 20 - 1-5 

234 - Homemaker Services - Cost - 21-24 - Numeric 

235 ^ '^Homemaker S'ervices - Unit -^^'''^27 - Numeric 

236 - Homemaker Svcs/- Indicator ^ - 28 - 1-5 

237 - Day. Care S^erviees - Cost - 29-32 - Numeric 

\ 

238 . - Day Care Services- - -Unit ^ - 33-35 - Numeric 

239 ; Day Care Svcs. - Indicator - 36 - 1-5 

240 - Work Activities Svcs. - Cbst - 37-40 '- Numeric 

241 . . - Work Activities Svcs. r Unit - 41-43 - Numeric 

242 - Work Act. Svcs. - Indicator - 44 - 1-5 

243 - Educational Services - Cost - 45-48, - Numeric 

244 - Educational Services -\;Unit - 49-51 - Numeric 

245 A - Educational Svcs, - Indicator - 52 ' - 1-5 
^46 , - Other Services - CoXt - 53-56 - Numeric 
2''4(7^ - Other Services - Unit r 57-59 ' ^- Numeric 
248\ - Other Services - Indicator - 60 1-5 



V 
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\ 



T 



client 'Record System - Keypunch Instructions 
Block Number - Field Name 



- 'Card Col, 



Data Format 



249 , 


- T^tal Cost .of Services 


- 61-67 


- Numeric 


■ * 

250 . 


<?• 

^-.Amount Reimbu^'ed 


-. 68-74 
« 


- Numeric 


•ic 

% 


Card *Code 


) 

I 


J 


f 

r 


- Update Code 


" .2 


- A/C/D^ 


. " V 102 
,251 


^ Case Number 
- Closure Status 


T 3- 12 
- i^-14 . 


- Numeric 

i 

- See attac 
^ sheejt fo 




Reason f&r- Closure 


15-16 


^- 01-19 




- WorK btacus 

r - _ 


17 


- 1-9 or Y 




- Weekly Earnings ^ 


18-20 


- Numeric 


T 


^ I:LiLIJLJ.L. AooXoLanCc -I-ype* 

El 


9 1 9 9 




256', 


- Public Assistance - Amo.unt- 


- ^ 23-25 • 


• 7 Nudieric 


•. . 257 


- -.Public Assistance -^Date 


. - 26-29 . 


- MM/YY 


25Q 


^ ^ SSDI Status 


30 


- 1-5* 


259 


^ - Occupation 

o 


- 31-47 


- Alpha ^ 


260 ' 


' - D.ChT. Code • - 


- 48-51 


- See attac 



•* '10 2' 
. ,^ 261 

.2^2 ^ 
■ , 263 
264 



- Card Code 

- Update Code 

- Case Number 

- Company 

' - .Street Address 
City 

- State Code . 



1 
2 

3-12 

- 13-27 ^ 

- 28-45 

- 46-60 

- 61-62 ■ . 



sheet for cod 

« K 
A/C/D 
Numeric 
Alpha 

Alpha /Numeric 

Al^a 

Alpha 



Client Record System -* Keypunch Ins true tittns 



Block Number ■ Fielj Name 



^Card Col. 



- Data Fotmat^ 



* 102 

»■ f- 

•265. 
266 

.267 ' ■ 

268 ' 

-269 ' 



2: 
271 

272 
273 

274 

275 

276 
277 

275. 



102 • <, 
279 



- Card Code 

- Update Code 

- .Ca^e Number 

- Status 



- Date . 

* 

. - Status 

- Date 

- Status , 

- Date 

- Status 

- Date . 
-^Status 

- Date' 

- Status 

Date 

- Status , ' 

- Date 

,Card Code 

- Update 'Code 

- Case Number 

- Status 
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^ 1 

3-12 . 
13-14 

15-20 
21-22 

23-28 
29-30 ^ 

31-36 
37-38 

39-44 
45-46 

47-52 
53-54 

55-60 
§1-62 ' 



63-68 



I 

2. 
3-12 
13-14 



L, 

A/C/D 
Numeric 



-See attacThed ' 
sheet for code 

MM/DD/Yt 

See attached 
sheet for code 



MM/DD/YY 



V 



ERIC 



- See attached 
sheet for code 

MM/DD/YY 

■ See afc^ched 
shei'et for code, 

0 

MM/DD/YY 

SeJ attached 
^heet for code' 

MM/DD/yY 

See ^^ttach'ed • 
sheet for code 

MM/DD/Y^ ^ , 

See- attached' 
^ sheet fof code 

MM'/DD/YY 



, M . 

A/M/D 

Numeric 

See attached 
sheet for code 



•Client Record System - Keypunch, Instructions 



Block Number - Field Name 



- Card Col> Dat^ Format 



\ 



280 
281 

282^ 

, 283 

i 

284 
285 

•286 
287 . 

288 



289 

'290 
291 

292/ 



- Date 

- Status' 

- Date ** 



Status 



- Date 

- Status 

- Date 

9 . * 

- Status 



Date 
Status 

Date . 



- Status 



Date 



15-20 
21-22 

23-2€ 
29-30 

31-36 
-^37-38 

39-44 
' 45-46 

47-52 
53-54 

t 

^55-^0 
61-62 



63-68 



- m/DD/Ti 

Se^ attached 
sheet for code 

- MM/DD/YY " 

See attached 
sheet for, code. 

- MM/DD/YY 

See attached 
. sheet for code 

MM/DD/YY ^ 

See attached 
sheet for code 

- MM/DD/YY ^ 

See at*tached 
sheet for co(}e 

- MM/DD/YY 

See attached ' 

4 

.sheet for cod^ 

- , mm'/d?)/yy 



^ 



ERJC 
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Client Record Sys<i^^» Keypunch Instructions 



The following is^^a detailed description, of the 5hort versi^ card 



layout: 

Block Number ■ Field Napi^ 



■ Card Col> - Date Format 



* 
•k 



\ 



- Card Code 

- Update Co4e 

, - Case Number 
If * * 

- Block Number 

4 r Da pa 

'-'-Card Code ^ ^ 

-'llpdate j 
* . r Case Numl?er 

- "ALL" pr Firat Block No, 

t 

- Block Number 



1 

2 

3-L2 
13- 15^ 
16-35 

1 
2 

13-15 ■ 

16-18 
19-2L 
• .22-24 
25-27 
28-30 
31-33 
, 34-36 
.37-39 
40-42 
.43-45 

4 

f 

46-48 
49-51 ' 
52-,^4 



X " ■. _ 

■ ) 

- C 

- . Numeric • 

- 100-292 (not 102) 

- Alpha/Numeric 

X 
D 

Numeric 

"ALL" or 100«-"2^ 
(not 102) N 

- Numeric (100-292) * 



It V tl II 
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Client Record Syste'm -^Keypuit^ Instructions ' ^ 

(Shcprt version card Layout - continued) • ^ 

Block Number ^ Fie ld Name ' iT^^ Card Col, - Date ^Formaf 



3 

II 
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•V - 73-75 
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Application « CLIENT RECORD SYSTEl^ 



Date 



Procedure . 



SySTEM FLO^ 



Drawn By. 



TRANSACTION 
CARDS 



REJECT 

LISTING 



ERIC- 



NOTES: 

I. If the TronQQCtion in* error 

lo in an ADD, the block number 
(jhat lo wrong imiof be reoubmltted 
ao a change. 



3: 



<0 --r . 

« • I 



CRS001 

CARD 
,v -TO 

DISK forma:i: 



A 



REJECTED 

CARDS 
(TRANSACTION)I^ \ 



_ -o^ J NOTE Vn 




SORTED 
CRSTRANS 





REJECT & RECAP 
LISTING BY 
AGENCY 



CASE 
FILE 







BLK ' 




MASTER 




DESt 




FILES 




PIASTER 





CRS003 
UPDATE ALL 
MASTER FILES 
1-5 




listing of 
Adds & 

CHANGES 



1^6- ' i-O'/' 



A- 



^ > 



Appircation _^CLXENT Rmo^t) SYSTiEM 



Procedure . SYSTEM; FTiV^ 

^ — K— ^ 



■ a- 



Pqga 2 ^ .»y 3 



Drawn By_ 




CASE 
FILE 



• CRS004 

PRI^ FILES 
FdR form' 72 1R 



I 



FCJRM 72 IR 
LISTING 




MAINTENANCE "AND STAND-/flS)NE PROGRAMS 




BLOCK DESC 
MASTER PECK 




BLK 
DESC 



STER 



CRSB01 
CREATE BLK 
DESC FILE 





BLK 

DESC 

Fim 



CRSB02 
' BLK DESC 
MASTER PRINT 



CRSB03 
BACKUP BLK 
DESC FUZ 



, BLOCKS. 
DESCRIPTION 
LISTING 




\ 





CRSB04 
PORGANIZE 
BLK DESC, FILE 




HEORG. 
BLK DESC 
FifE 




ERIC 



■LOL- 



. J- 



ERIC 



M/ -Z . ^^-^ 



Appiicotion . 
Procedure 



y 



CLIENT RECORD SYSTEM 



Date. 



Pags. 



SYSTEM FLO^ 



' Drawip- gy_ 



CRS 
MASTER 
FILES 

2:: 



CRSBKUP 
BACKUP ALL 
MASTER FILES 




^ - EOJ ^ 




CRSREST 
REORGANIZE 
ALL FILES 



CRS 
M^LSTER 
FII£S 





a03 



-'102. 



SEEECT 
CASE NOS. OR 
ALL CASES' 



CRSALL 
PRINT ANY/ALI 
CASES ' 



J 



CASE NOS. 
IN 72 IR 
FORMAT 



C ) 



■ ^ 




PROGRAM NAME 
PROGfIam ID: 
DESCRIPTION:- 



" USEJIS SYSTEM 



CLIEIJT RECORD SYSTEM'' 



CARD TO-DlSK- REFbRi4>T ' ., ' . " ' 

CRS004 ' > > 'V' - • . ■ 

This program reads the Cl'ij'^'iat Record System da|:a cards 
and creates a "disk record for each blopk of informattc^n. 
,Each disk record contains case ^number update code^ 
block number and data. Tables are uged for 'card/codes A 
thru M which contain the block number and field/lkngth for 
each data field. AIL blank data fields ara dr/pped except 
for deletion -records. Check^^t^. done for hanferic' case \ 
number, valid card code-s, anfiTvaUd update cqaT. Invalid • 
records are listed and, dropped. ' , - . . " 



IN put: 



CRS - CARDS 



OUTPUT! 



CRSTRAN (DISK) 
RECAP & REJECT LISTING 
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ERIC 



• USERS "SYSTEM 
CLIENT RECORD SYSTEM 



•FROCRA>I t^AME : PRIi-^DIT SQRT . 



PROGRAM ID: ^SORT 
lilsGRIPTION: 



IBM UTILITY SORT /MERGE 

, (L-IQ) 



SEQUENCE ^ 
CASE NUMBER 



INPUTS 



OUTPUT: 



\ / " block number (12-14) 
' • update. code ^ '] (ii)' 

^ crstrAn (disk) . > 

t / 

' CrstrAn ^ (disk^) 



9 ^ 



ERIC 



USERS ' SVSTEM 



CIwIENT .RECORD S7STEM' 



PROGRAM NAME: 



PROGRAM ID: 
DESCRIPTION: 



EDIT - CRS 



CRS0^2 



This program reada ^ch transaction and edits j.t 
against the* block description master 's audit speci- 
fications. Fpund for each block' co^e. If the data 
is lound in err9r, it as listed on the printer and 
drot)ped from the €ile^ Totals are printed for each 
agency by transaction type ^dd, change, -de-Ute) ; 



INPUT: 



CRSSFLE, CRSDEMO, tRSCREF , CRSCOST, CRSSTAT (DISKS) 



OUTPUT: 



CRSEDIT' (DISK) ^ 
REJECT 6c RECAf LISTING 
CASE FILE • ■ ^ 




\ . USERS SYSTEM 



CLIENT RECORD SYS.TEM 



PROGRAM NAME:, Update All CRS Files 



PROGRAM ID: * CRS003 



DESCRIPTION: 



,This ptogram reads the CRSEDIT file and add^ change 
• or deletes the record according 'to the update \code* 

It .^^ill replace the existing record with the new or 

changed one, * . * 



INPUJ: 



OUTPUT : 



OPTIONS: 



CRSSFLe'', CRSDEMO, CRSCREF, CRSCOST, CRSSTAt, CRSEDIT 



CRSSFLE, CRSDEMa, CRSCREF, CRStOST, .CRSSTAT 



None 



NOTE: 



Only twenty-four (24) case numbers can be added, in a single 
execution. % 



L 



USERS SYSTEM 



CLIENT 'RECORD SYSTEM 



PROGRAM .NAME : PRINT TURNAROUND DOCUMENTS 



]4oGRAM ID: 



DESCRIPTION: 



<fNPUT: 



OUT'PUT: 



CRS004 



THis program riaads disic file created by the 
ecjit progtafii whixjh con^tains the current list of 
cds'e numbers and prints tliis turnaround report 
getting the information frtpm the master files. 

CASEFL, CRSDEMO, Ci?jSCREF, GjfsCOST^ CRSSTAT 

' \ 

r 

TURNAROUND REPORT (72IR) 
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114.' 



c 



^ USERS SYSTEM 



CLIENT REcJrD SYSTEM 



PROGRAM NAME: . BACKUP CLIENT RE-CORD MASTER FILES 



PROGRAM ID: 



CRSBKUP 



DESCRIPTION: 



Backup the Search, Demoferaphic, cross reference, 
cost, and- status files |o tape, . ' 



r 



INPUT: ' 



OUTPUT: 



V 

OPTIONS: 



CRS$FLE, CRSDEMO, GRSCR£|F, CRSCOS-^, CRSSTAT 



Backed up files tape 



None 



9*r 



X 



J 



'ERIC 
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USERS SYSTEM 



CLIENT RECORD SYSTEM 



PROGRAMsNAME^: RESTORE CRS MASTER FILES- TO DISK 



.PROGRAM ID: 



CRSREST 



DESCRIPTION: Reorganize the Search, .Demographic, cross reference" 
cost, and st\a-tus ^iles from tape/ 

INPUT: Backup tape from output of CRSBKUP 



OUTPUT^ 



Reorganized CRSSFLE, CRSDEMO, CRSCREF, CRSCOST, and 
CRSSTAT . ' 



OPTIONS: None 



'A 




• lo"^- 



t3 



DESCRIPSlfeN 



;USER§ SYSTEM 



CLIENT RECORD SYSTEM 



PROGRAM NAME: 
PROGR^ ID: - CRSB01 



LOAD BLOCK DESCRIPTION MASTER 



INPUT: 



OUTPUT : 



This program creates the block description master 
file via a card deck, c^ This* deck cor^tairis all the 
field definitfions of the 721R and 'X forms • Every 
time the block description file is created, a 
listing of the file will 'print. 



Description .card deck. 



BLKMST 



.if 



) 



OPTIONS: 



None r 



ERIC 



533 
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17 



USERS SYSTEM 



(il^IENT RECORD SYSTEM 



PROGRAM' NAME : Priut Block Description File 



PROGRAM ID: 
.DESCRIPTION: 

6 



I 



CRSB02 



1 



This program prints)the Block Description File in *the 
same format as. the Cremate. i ^ 



INPUT: 



Block Description File 



OUTPUT: 



J 



Listing of the Block Description File 



OPTIONS: . 



None 



-Ill- 



lie 



/ 



'users system ^ V 



CLIENT RECCED SYSTEM- 



EROGRAM NAME: BLOCK DESCRIPTION' MASTER B^CltU.P 



PROGRAM ID: 



DESCRIPTION: 



CRSB03 



INPUT: 



OUTPUT: 



OPTIONS: 



Create^ a backup to the Block Descriptipn Master File 



:0 



. ; BLKMSl * ' . 
V BLKMST BACKUP TAPE 
None ' ' . . 





ERIC 



ill 



■/ 



USERS SYSTEM 
^CLIENT RECORD SySTEM 



> \ 



PROG^'NAME : BLOCK DESCRIPTION MASTER MISTORE 



4as 



CRSP04 



PROGRAM ID: 

DESCRIPTION^: Reorganize the Block Description. Master File via- 
backup tape from CRSB03 ^ ^ 



INPUT: 



OUTPUT: 



Blotk Description l^feister. backup tape 



Reorganized BLKMST 



OPTIONS : 



None 



■ / 



ERJC 
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1^0 

f 



6 



., USERS SYSTEiyf^ 
CLIENT RECORD SYSTEM 



LKT OF SPECIAL CHECKS^ IN EDIT — CRS • 



L. Case TSIo. v£j«^^^ should be unique. 



2. ;Case t^:i|r "C" or "D" updates" should 'be on file. 



3. Blocks ymm^ 149 update the same field. 



/ 



•I 



ERIC 



'■"Si' 
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' . -USERS ^SYSTEM - . ^ ^ 

, • r ^ . . ' ' , ^ 

CLIENT RicORD* SYSTEM^ - 

RULES FOR U^ING THE UPDATE CODES OF A, .C, 



Update Code 



Case number caanot.be on file - ■ - . ' 

= Active Code should be; one - 
=r Long versio^ only (cat^l cpde A to M) 

= Xode'uumber must be on filse 

= Active code'^shoHld be two ^ *^ 

=♦ Short* (card^cpde X) or Long version (ca^d co4e A to M) 
Long version with a^, block fie Id'^leit blank will not jmove 

blank to field; short version^ leftV.blan'k will not; clear 

a field. ^ . . 



D = Case number must be on file 

= Active codfe should be two 

= Short (card, code X) or long, version ^card cpde A tb M) 
= To delete entira. case number of f ^ file; code,."ALL" in 
block number field of a 'short version card. 
=• To delete fields from a cas§ number, list (X)ocli> tiumbers . . 

Possible to submit -an A record 'that rejects a field(s)'on firs't.edil, to 
a(W a change and /or delete card without' changes, the add" card for second 
edit s'econci edit will process the change or delete and injure the A 

card. • • . N . 

■ . ■ ^ - \ ^ 

RULE . * . ' . ' ^ \ ' . . 

FLD BLANK FOR UPDATE CODE OF A OR C RECORB, DROPPED • - 

DELETIONS ; ^ - 

Delete ALL -- Put a "D" in first position following the key for all the 
... files, DEMO, CREF, SEARCH, COST than STATUS. When reading 
the CREF FILE, save the Social Security Nq. to build the 
'kfey for the SEARCH file. . • ^ ♦ • 

CHANGING A SOCIAL" SECURITY NO. .— On^ CREF and SEa/cH, read the CREF file' 
, firs't, save tb^^Sbybf^ocial Securit^No. to' build the key 
. •" • for the SE^^lffile, mdVe in. the n]pw Social Security No. 

Write th^tREF-file rec back to disk. Read the old Social 
' Secui^^ty SEARCH file record, inOve 14 "D" in following key, 
- " . Write back. 'Write the new SEARCH file rec with new Social 

' ! Security No.v ^ - • 
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